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CHAPI'ER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to make a comparative analysis of 
selected topics presented in three business English textbooks and in 
three regular English textbooks to determine likenesses and differences 
in the nature of the topics included. 
Analysis of the Problem 
Specific problems involved in the study were: 
1. To read and evaluate selected English and business English 
textbooks to determine the pertinent topics covered. 
2. To determine through analysis of selected articles the needs 
of business education students in the area of business English 
3. To determine the objectives of the authors of the textbooks 
analyzed 
4. To indicate in table form the number of texts which included 
information about the topics compared 
5. To analyze and compare the extent that selected topics are 
included in the six textbooks analyzed 
Justification of the Problem 
Among the many problems facing the English department is that of 
~aston UniversitY 
~-~ool of Education 
- - . l,.i brar~ 
.t~iitit 
textbook selection. In many communities the current practice is to use 
a course o£ study as a guide. In schools where business education pupils 
have an English program in which emphasis is placed on their particular 
needs, some teachers are £aced with the problem o£ selection o£ a special 
textbook for these students. On the other hand, it is not always possible 
to purchase specialized textbooks for all courses, and in such an instance 
there is a question as to the dif£erences in content between a so-called 
business English textbook and a composition or general English textbook. 
Although this study was intended primarily as a service to those 
interested in textbook selection, there are sever~l corollary benefits. 
This comparison of topics presented is helpful to a teacher in that she 
may see how many authorities stress the same concepts and she may also 
use the analysis as a basis for selecting source material on matters that 
do not have su££icient coverage in her chosen textbook. Finally, there 
is the question of whether there really is any noticeable difference in 
the particular facts considered necessary for business students contrasted 
with the £acts selected for college-bound young people. 
Delimitation of the Problem 
Because all needs of business students could not be thoroughly 
analyzed nor could all topics included within the six textbooks be scru-
tinized in detail, this study is limited to (1) grammar, including usage, 
and (2) the mechanics of English, abbreviations, alphabetizing, capitali-
zation, the use of numbers, punctuation, and spelling. This study is 
limited to a comparison o£ three regular English composition textbooks 
2 
and three business English textbooks. 
Definition of Terms 
The following terms are given for a clarification of the ter.min-
ology used in this thesis. 
Business English. The Dictiona;y !! Education1 defines 
business English as follows: 
.An area of study dealing with the principles of 
English, both written and oral, that are applicable 
to business; may include the principles governing 
business-letter writing, as well as advertisement 
writing, business reports, sales talks, the prepa-
ration of telegrams, and the writing of minutes. 
Grammar. The term grammar is used in the sense recom-
mended by the National Council of Teachers of English, which 
is as follows: 
The word grammar is used to mean systemized knowledge 
or theory of the structure of the Engli~h language, 
and especially of the English sentence. 
Usage. This is defined by this same group of authori-
ties as u ••• accepted constructions.t~3 
lGood, Carter v., Editor, Diction€4: £!Education, McGraw-Bill 
Book Comp~, Inc., New York, 1945, p. 5 • 
2National Council of Teachers of English, the Commissio~ en the 
English Curriculum, The English Language ~ 1!! the Seconda;y School, 
Appleton-Century-Crofts, Inc., 1956, P• 355• 
3rbid., p •. 356. 
3 
Organization of Study 
Chapter I has been devoted to the definition, delimitation, and 
justification of the problem. In Chapter II a review of related litera-
ture is presented. Chapter III sets forth the detailed procedures. The 
analysis and interpretation of findings are presented in Chapter IV 
and the final chapter contains summary, conclusions, and recommendations. 
4 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
~eoause this study is concerned with textbook analysis, the review 
encompassed li teratu.re on the English language needs of business education 
students, techniques of textbook analysis, summaries of other theses of 
this type, an examination of recommended course content, and publications 
on the topics to be treated. 
The literature on the langaage needs of business pupils consisted 
of two textbooks, two theses, and two magazine articles. 
Marion Lamb1 has mentioned these areas as necessary for business 
students: use of reference books such as the dictionary and grammar 
handbooks, rules of English composition, proofreading, punctuation, 
capitalization, spelling, grammar, vocabulary, sentence structure, 
syllabication, and paragraphing. 
A textbook for the general education of teachers of business 
subjects recommends that the business English course include 11all 
phases of English used in business. 112 The authors specifically 
-
reoomme:nd a full-year program with especial emphasis on 11grammar, 
punctuation, and capitalization.n3 
1Lamb, Marion M., Your First~ of Teaching Shorthand and 
Transcription, South-Western Publishing Company, Cincinnati, 1950, 
PP• 5, 96, 97, 103, 114, 115, 116. 
2wal ters, R. 
Business Education, 
1950, P• 117. 
G. and. Nolan, C. A., Principles ~Problems ef 
South-Western Publishing Company, Cincinnati, 
3 Walters, R. G. and Nolan, G. A., 1:..2£• ill• 
6 
In a survey made of deficiencies of new employees in the Boston 
area, Betti4 reperts recommendations from businessmen to include "more 
time spent on teaching grammar, and other related subjects. 11 .Also 
mentioned was a recommendation to orient students to sources of informa-
tion. These employers stated that they expected ngeneral background 
knowledge as well as English grammar, composition~ spelling, and 
punctuation. It . ... 
McCrea~ baS defined the needs of business students in English 
from the point of view of the employer. She examined the content of the 
in-service training program of a large Boston life insurance comp~ that 
empl0ys many beginners, who are high school graduates. She found that 
English is one of four areas needed in this partiotU.ar in-service training 
program. English she defines as including speech and vocabulary develop-
ment, letter writing, transcription aids, spelling, English grammar, 
punctuation, and in this instance insurance terminology. 
6 A business executive, writing for a business teachers' periodical, 
has defined the shortcomings of business education students: 
So man;r students are not properly prepared in the basic 
English, for example: Spelling, Punctuation, Vocabulary, 
Sentence Structure (just plain making sense). 
4Betti, Ida-Marie,~ Survey£!~ Greater Boston Business Firms~ 
Determine Some of ~ Deficiencies of New Office Employees, Unpublished · 
Master's Thesis, Boston University, 1954, p. 30. 
5McGready, Marjorie E., :! Study ~ Determine the Need .f2!: ~ Content 
..Qf ~ J!!-service Training Course in Stenographic Procedures ill ~ 
New England~ Insurance Company, Boston, Massachusetts, Unpublished 
Master's Thesis, Boston University, 1949, pp. 91, 99. 
6clark, Nathan A. , "Today' s Business and the Three R t s, n .American 
Business Education, Vol. XIII, No. 1, October 1956, p. 51. 
7 
A final comment £rom the 1956 American Business Education Yearbook7 
is pertinent to the definition of language needs of business education 
students: 
Business communications has to be very practical in content. 
It emphasizes the principles o£ grammar, accuracy in spelling 
and in punctuation, sentence structure, and paragraphing. 
All the fundamentals of good English usage can be taught in 
the composition of good business letters. 
The second major topic in the review of related literature was the 
techniques of textbook analysis, and the material £or this was taken £rom 
two textbook writers on the subject, Frank A. Jensen, and John Addison 
Clement. 
Nearly thirty years ago Jensen8 discussed various methods o£ 
analysis, one of them being the score-card technique, a rating method 
involving judgment. He quoted another writer9 who listed £our criteria: 
general considerations, subject matter, helps and aids to instruction, 
mechanical makeup. 
Fifteen years ago Clement contributed several other worthwhile 
ideas. He stressed the importance o£ the col!Lrse of study in i tsel£ 
~ '< ...... 
. '~ 
being evaluated as well as the text: 
7Etier, Fabor.n, 11The Stenographic Curriculum Pattern, u in 
Curriculum Patterns _E Business Education, American Business Education 
Yearbook, Vol. XIII, 1956, P• 196~ 
8Jensen, FraOk A., Current Procedures~ Selecting Textbooks, 
J. B. Lippincott Comp~, Philadelphia, 1931, p. 126. 
9Jobnson~ Franklin w., uchecking List for the Selection o£ High 
School Textbooks," Teachers' College Record, October 1925, pp. 105-108. 
(As ci tei in Frank A. Jensen, Current Proeedl!Lres in Selecting Textbooks, 
~ PP• 136, 137.) 
e· 
It is appropriate to make the statement here that it is 
important to make an analysis and evaluation of all 
materials of instruction used in the program ~b studies, 
whether found within or outside of textbooks. 
Again, he mentioned a concept which every reader of this thesis is 
8 
urged to keep foremost in mind: 11 .An analysis of certain phases of content 
may be made without any attempt to pass judgment as to the worth of such 
content. 11 Continuing, he warned: 
On the other hand, it might be possible to find by analysis 
that a school textbook in English. • • contained a different 
number of pages or problems and yet not in any way determine 
the relative worth of such pages, topics, or problems 
discussed, unless one had set up certain standards f~r 
judging the quality of the subject matter included. 
Clement also defined analysis as 11 ••• a clear, faithful, descriptive 
report of thec,13.ctual data and facts embodied within textbooks represent-
ing different subject fields. 1113 
Within the organization pattern of his work, Clement included an 
investigation of the author's philosophy or the objectives of the textbook, 
the nature of the subject matter, instructional aids, mechanical features, 
and finally, the reputation of the publisher. The writer's thesis will 
include a brief examination of textbook objectives, and a detailed 
examination of the subject matt~r content. 
The next phase of the investigation involved other theses on 
textbook analysis, course content, and subject matter in the topics 
10
clement, John Addison, Manual for Selecting ~ Analyzing 
Textbooks, The Garrard Press, Champaign, Illinois, 1942, p. 5· 
11 
Clement, loc. cit. 
12 
Ibid., P• 6. 
13 
lli.9:.• ' P• 7 • 
9 
to be analyzed. 
First, a teoctbook analysis in business English. 
14 
Brancato has analyzed eight workbooks in business English. Her 
analysis, however, included other criteria than topics presented; 
namely, authors' purposes; number and type of questions, problems, and 
exercises; teaching aids; effectiveness of workbooks toward more 
economical study; activities; and data to assist readers in interpreting 
the physical construction of the books. Her report featured a 
.descriptive analysis of each of the eight workbooks, and she showed a 
particular interest in the types of questions. 
Another thesis, which involved not only textbook analysis but 
15 
also course content, was that of Early. She analyzed eight general 
language textbooks on the tenth and twelfth grade levels as part of a 
larger thesis problem. She was searching to compare the coverage for 
particular skills, abilities, and concepts. She classified her material 
into certain headings such as speaking, writing, usage, grammar, reading, 
and reference skills. She then constructed tables listing the items 
within these categories to be compared. Because emphasis of items in 
the textbooks was not pertinent to the objective of her study--to give 
pupils a chance to express their opinion of what should be offered in 
14 
Brancato, Domenica Rose, An Analysis of Workbooks in Business 
English, Unpublished Master's Thesis, Boston University, 1956, 46 pp. 
15 
Early, Margaret J., ~ Evaluation of the English Program E;y: 
Non-Ccllege-J,=lreparatory Students in. Grades~~ Twelve, Unpublished 
Doctoral Thesis, Boston University, 1954, p. 50. 
10 
the English program--she made no attempt to define relative degrees of 
emphasis. 
Another study involving textbook analysis and which will be cited 
16 
later for its content on punctuation is that of Robinson. To construct 
a remedial program in punctuation, she analyzed exhaustively on this 
topic ten English textbooks and compared the treatment of each item with 
the material in a reliable handbook and with the frequency of occurrence 
of these punctuation situations in 500 letters taken from business files 
and 500 letters illustrated in the textbooks. She not only isolated and 
described many punctuation situations but also weighted each in terms of 
frequency of ~c~in business and in the textbooks. Finally, she 
selected a number of key situations for a remedial program. 
Concerning recommended course qontent for business English students, 
17 
Early mentions a course of study recommended for non-college students in 
1952: 
Some formal grammar concepts, rules for punctuation, spelling 
from class and individual lists, mastery of certain spelling 
rules, review of correct usage, drill in correction of 
personal errors appear in the course outlines. 
The review on topics to be treated in this thesis included readings 
18 
on the subject matter by the National Council of Teachers of English, 
16 Robinson, Doreen G., The Construction of~ Integrated Remedial 
Program for Use ~ Teaching Shorthand Transcription, Unpublished 
Master's Thesis, Boston University, 1953, 140 pp. 
17 
Potter, Dorothy G., 11Standards for Non-College English, 11 
The English Leaflet, 51:98-112, November-December 1952. (As cited in 
Margaret J. Early, An Evaluation of ~English Program~ Non-College-
. ~reparatory Students~ Grades Ten~ Twelve, P.P·35-37·) 
18National Council of Teachers of English, The English Language Arts 
in the Secondary School, pp. 326-341, 355-401. 
recommendations by authors of business education textbooks, and the 
19 
conclusions reached by Robinson in her study of punctuation. 
Although the National Council has mentioned many topics. to be 
taught at the secondary level in English, there is little attempt to 
20 
specify the depth of coverage within these topics. The authors point 
out that ·there is a "question of a. relationship between a knowledge of 
11 
grammar and ability to speak and write" arid further that "the systematic 
English granunar which is now available for schools is not adequate." 
. Moreover, the book cautions, "The teaching of systematic English grammar 
to a student does not automatically result in his speaking and writing 
21 
better. 11 
22 
The Council, in hinting at material to be ta~ght, recommends the 
teaching of "American English" which involves lev;els of usage and an 
acknowledgment of regional individualities in expression. The criterion 
for theuse of good English is "that which is most appropriate for the 
23 particular situation in which it is used. 11 This group of educators 
warn 11 ••• it is important that the teacher understand the relationship 
between direct instruction in grammar and attentive, motivated practice 
in correct usage. 11 
19 
Robinson, .QE• ill·~ P'• 1:04. 
20National Council of Teachers of English, .QE• £11., p. 356. 
21Ibid., p. 357• 
22Ibid., p. 360. 
23National Council of Teachers of English, Commission on the 
English Curriculum, The English Language Arts, NCTE Curriculum Series, 
Vol. I, Appleton-Century-Crofts, Inc., New York, 1952, pp. 297-300. 
• 
• 
12 
For elements to be presented in instruction £or grammar and usage, 
the Council24 recommends sentence structure, modification and subordina-
tion, agreement, and an understanding of the fundamental functions o£ 
nouns, pronouns, verbs, adjectives, and adverbs. 
25 
In mechanics the Council has recommended the teaching o£ capitali-
zation and punctuation as aids to communication, and specificallT mentioned 
the need for adequate instra.ction on punctuation "being related to patterns 
of thought and expression." For specific items in punctuation the Council26 
is in favor of less stress on the semicolon, for adequate attention to the 
. . 
series, possession, conversation, person spoken to or addressed, appositive 
modifiers, contractions, long introductory modifiers, and modifiers which 
interrupt the main thought. 
For the spelling program the EBglish teachers have set up as goals: 
l~l mastery of the most commenlT used words; 
consciousness of how words are built; 
adequate methods of attacking the learning of new words; 
4
5
) independence in the use of the dictionar.y; and 
) individual acceptance of responsibilit,r for spelling 
oorreotlT words used in writing.27 
In the teacher textbook, ~First~ .2.f Teaching Shorthand~ 
Transcription, Lamb25 emphasizes the need for work in punctuation, 
capitalization, .spelling, grammar, and vooabular.y. She also recommends 
24National Council of Teachers of English, The English La.ngua.ge 
Arts in ~ Secondary School, PP• 370-375· 
25Ibid., p. 339· 
26Ib.d 
_L., P• 340. 
27Ib.d 
__ l._., PP• 386, 387. 
28Lamb, ~· cit., P• 103. 
. e 
13 
that the teacher be alert to correct errors in usage, sentence structure, 
punctuation, and capitalization. She further recommends the use of error 
charts devised to call attention to e!LTOrs in ~umi~spelled words, 
punctuation, capitals, sentence structure. 1129 
Pursuing further material on subject matter in the topics to be 
30 
analyzed, Robinson has made some very useful recommendations. She 
investigated punctuation practices as part of ~he development of a 
remedial program in transcription, and limiting her scope to internal 
punctuation, she found that the ten textbooks agreed on 15 situations 
requiring the use of internal punctuation and that this figure represented 
41.67 per cent of the total situations. She found that the ten textbooks 
varied on 21 or 58.33 per cent of the total 36 punctuation situations, 
either directly or by making no mention of the situation at all. 
She found that there was agreement in the following areas: 
Comma 
Semicolon 
Colon 
Dash 
to separate coordinate adjectives 
addresses, dates 
direct address 
nonrestrictive appositives 
parenthetic expressions 
nonrestrictive modifiers 
informal quotation expressions 
compound sentences without conjunction 
separation of principal clauses when both 
contained internal punctuation 
to set off introduction to material 
following 
abrupt change of thought 
29 4 Lamb, 2£• cit., p. 11 • 
3°Robinson, 2£• cit., p. '66 • 
. e 
14 
Quotation Marks direct quotation 
single quotation within double 
Apostrophe omission o£ letters 
plurals o£ letters and numbers31 
As a. result o£ her investigation, the author defined 35 punc~tion 
situations which should be taught £or better transcription results. Her 
recommendations were based on frequency o£ occurrence in 500 o££ice 
letters. 32 
The review of literature has been directed to include literature 
on the needs o£ business education students in English, techniques o£ 
textbook analysis as evidenced by professional writers and degree 
candidates, summaries o£ theses on related subjects, a. recommended course 
content, and finally, an examination of published findings on the topics 
within the scope o£ this thesis. 
The literature showed that basinesa education students need the 
fundamentals o£ grammar and mechanics. Of all the techniques of textbook 
analysis suggested, this thesis makes use primarily o£ the checklist to 
compare objectives, content, and amplification o£ topic. 
Chapter III sets forth the procedures used to analyze the various 
items covered by each book within the topics of grammar, usage, capitali-
zation, abbreviation, alphabetizing, the use o£ numbers, punctuation, 
and spelling. 
'' 
3lRobinson, ~· cit., pp. 74, 75, Table I. 
32Ibid., PP• 104, 105 • 
CHAPTER III 
PROCEDURES USED IN SOLVING TEE PROBLEM 
The purpose o:f this study was to determine the di:f:ferences, i:f 
any, in topical content o:f three business English textbooks and three 
regular composition textbooks, with special re:ferenoe to the 
:fundamental needs o:f business students. 
The study involved the :following procedures~ 
1. To prepare :for this study, the writer investigated other 
theses o:f similar types and read extensively in related literature, 
particularly textbooks and magazine articles. 
2. The six textbooks were chosen. Criteria used were recency 
o:f publication, extensiveness o:f distribution in the New England area, 
and representation among leading publishers. The books selected :for 
use were as :follows: 
E:f:fective Business English, Fourth Edition, by 
Robert B. Aurner, South-Western Publishing Company, 
Cincinnati, 1956, 598 PP• 
Business English and Letter Writing by Hubert A. 
Hagar, Marie M. Stewart, and E. Lillian Hutchinson, 
Gregg Publishing Division, McGraw-Hill Book Company, 
Inc., 1953, 563 PP• 
English f2E Business, Second Edition, by 
Charles Chandler Parkhurst, Prentice-Hall, Inc., 
Englewood Cli:f:fs, 1953, 417 PP• 
Guide to Modern English by Richard K. Corbin and 
Porter G. Perrin, Scott, Foresman and Company, 
Chicago, 1955, 534 PP• 
Better English, Grade 12, by Max J. Herzberg, 
Florence C. Guild, J. N. Hook, and Robert Lowell 
Stevens, Ginn and Company, Boston, 1953, 458 PP• 
English in Action, ±, Sixth Edition, by J. C. Tressler 
and Henry I. Christ, D. C. Heath and Company, Boston, 
1955, 468 PP• 
3· The objectives of the writers were summarized by means of a 
checklist. 
4. The writer prepared a table of topics in each major area for 
comparative purposes. 
5· The study was delimited to grammar and mechanics. 
6. The writer compared the items presented within the topical 
headings by means of a checklist. 
7• The findings as evidenced by the checklist were analyzed 
and interpreted. 
8. The conclusions and recommendations were formulated. 
16 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
This chapter contains a comparison of the authors' ob-jectives, a 
comparison of the topics in major areas, and detailed analyses of the 
factual content presented by each author in grammar, usage, abbreviations, 
alphabetizing, capitalization, punctuation, use of numbers, and spelling. 
For the examination of objectives, the source material was the 
introduction, preface, or other explanatory notes given by the authors. 
1 
Table 1 shows a comparison of the avowed objectives of each book. 
TABLE 1 
COMPARISON OF OBJECTIVES 
.p 
~ Ul F-1 ~ Q) F-1 1=1 Q) rl 
General Objectives Q) ~ ~ ·r-1 ,.0 Ul ] ~ N Cll F-1 Q) Cli 0 Q) F-1 
::J:l P-t 0 ::J:l 8 
Ability to use effective expression (words) X X X X 
Ability to get along with other people X X X 
Familiarity with business problems . X X 
Knowledge of business procedures and policies X 
Ability to recognize good business writing X 
Provision for special type of Englis~ for X 
business students 
Analo~ between business English and practical X 
composition 
Practical aspects of English X 
Inductive presentation X 
Total 5 2 4 1 1 2 
1For ease in analysis, the books are referred to by the name of 
the author, or in the case of a collaboration, by the name of the first 
author given. See pages 15 and 16 for the complete reference. 
18 
Aurner approaches the problem of what to teach from a criticism of 
the shortcomings of American public school education, with particular 
emphasis oa a survey made by the Commerce and Industry Association of 
New York, an organization whose members employ many high school graduates 
without experience. Auxner2 summarizes these shortcomings: 
1--The graduates' spelling was poor. 
2--The graduates' handwritiag was mostly illegible. 
3--The graduates' arithmetic was unreliable. 
4--The graduates did no.t know how to compose a business 
letter. 
Of these factors, Aurner chooses the fourth as the most seriou, 
and he links this deficiency to poor training in basic communications 
and in turn to a lack of ability "to get along with other people. n3 
He states: ttKnowing how to handle .,the English language is reall7 knowing 
how to get along successfully with others.f14 This fundamental objective 
supplies the basis for the development of proper attitudes in the 
presentation of the material in his book. He defines the major outcomes 
anticipated from the use of his textbook as "sureness and control in • • • 
use of words." He links getting along with people to the 11principles of 
effective expression: bull 1s-eye accuracy in punctuation, spelling, and 
grammar, and the writing of well-knit sentences and clear paragraphs.5 
The second outcome is a knowledgeof 11business procedures, principles, 
and policies. 11 He promises development of the ability to tell good 
business writing from bad, based on a grasp of the central principles of 
2 A'IU'ller, Robert R., Effective :Business English, Fourth Edition, 
South-Western Publishing Comp~, Cincinnati, 1956, p. iii. 
3Aurner, 1:.2.£• cit. 
4 ~., P• iv. 
51,£g.' p. v. 
19 
business w.ri ting, also familiarity with business problems, and finally 
nan understanding of people; how they act, why they act as they do, and 
how to win their favorable response.n6 
Hagar-Stewart-Hutchinson 7 purp<:>rt to fill the need of English 
teachers who "recognize the necessity for a special type of English 
instruction for students who are preparing for positions in business and 
industry.u8 The book, a time-tested work, tries to strike a ttproper 
relation and balance between the corrective and the constructive (or 
creative) type of instructional material. n9 Because the book has been 
sold for about 55 years on the basis of its "constant emphasis placed on 
the proper use of words and on the application of the rales of grammar, 
punctuation, capitalization, abbreviations, the use of figures, etc.,u10 
these topics are thoroughly presented. 
Parkhurst's book11 is designed to meet the "demand ••• of 
business for men and women who can speak and write clearly, correctly, 
and meaningfully. 11 According to this author, 12 ttTraining in business 
English is fundamentally training in practical composition. 1' The 
6
rbid., p. vi. 
7For ease of reference, the author group on a collaboration is 
hyphenated. 
8Hagar, Hubert A., Stewart, Marie M., and Hutchinson, E. Lillian, 
Bu.siness En.glish ~ Letter Writing, Gregg Publishing Division, McGraw-
Hill Book Company, Inc., 1953, p. v. 
9Haga.r, Stewart, and Hutchinson, 1.!£• cit. 
lOHagar, Stewart, and Hutchinson, .2P.• ill·, P• vi. 
11Parkhurst, Charles Chandler, English for Business, Second Editi<:>n, 
Prentice-Hall, Inc., Englewood Cliffs, 1953, p. vii. 
12 
Parkhurst, 12.2. • ill• 
second edition contains the following aims, which are addressed to the 
student: 
1. To give you the fundamentals of effective 
expression and communication as they apply principally--
but not excili.usively--to business. 
2. To acquaint you with those daily situations and 
problems that are set forth in business letters. 
3. To give you training and practice in solving 
such problems or situations by letter. 
4. To show you how a knowledge of practical 
psychology will aid you in solving these problems 
that deal with human relations. 
5. To help you increase your vocabular,r--particularly 
your knowledge of essential business te::.r:ms. 
6. To establish a greater consciousness for 
correct spelling, pronunciation, and meaning of 
11450 Words Commonly Mi.sspelled.ul3 
He has also included opportunities to develop student ability in 
speaking and writing. 
These three books have been written specifically for business 
education students. All three ackmowledge that the ultimate aim is to 
increase the student's ability to express himself effectively. Aurner 
an<il. Parkharst recognize the importance of "human relations" in business 
and also strive to give the student some familiarity with business 
problems. Parkhurst asserts that business English is really practical 
composition. Hagar-Stewart-Hutchinsen put emphasis o:n tke remedial 
appro~h. Certain areas of instruction are mentioned by the authors in 
13 Parkhurst, 12£, cit. 
20 
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their introductor,y material. Table 2 presents the specific areas 
mentioned in the authors' objectives. As seen on this table, grammar 
and punctuation are mentioned by all the business English writers; 
capitalization and spelling, by two. The very fact that the business 
English authors emphasize these areas in their introductions gives 
testimony to the importance of these topics to business English students. 
TABLE 2 
SPECIFIC AREAS MENTIONED IN DBJECTIVES 
+> ~ ~ fJl ~ Q) 
~ ::I l=l Q) r-l 
Ar~a Q) ~ ~ ·r-1 ..0 fJl a ~ t'l fJl ~ Q) ~ 0 Q) ~ l:rl P-l 0 l:rl E-1 
Grammar X X X 
Punctuation X X X 
Capitalization X X 
Spelling X X 
Usage X X 
Abbreviations X 
Figures or Numbers X 
Paragraphs X 
Sentence structure X 
Vocabular,y X 
Total 5 5 5 1 1 
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Corbin-Perrin intend their book n.ror use in the upper years e:f 
high schoel.ul4- In the sectien at the back entitled nA Word to Teachers," 
the authors explain the aim u • • • to give students practical help in 
acquiring the competenee in language that they will need to take an .. 
e.f.feetive part in the business, social, and public a.f.fairs o.f the world 
they live in. nl5 Corbin-Perrin .further explain that the book ttdeals with 
16 the English currently used by educated Amerieans.n The book stresses 
the concept of ttappropriateness (o.f usage) in language ••• relative to 
a particular situation ••• n17 and diseusses .formal, in.formal, and 
nonstandard English. The book .features a step-by-step approach in 
teaehing composition and a very .flexible organization o.f material. The 
index of the book, in whieh de.finitions and explanations o.f items are 
arranged in alphabetic order, a.f.fords a re.ference unit .for a wealth of 
topics in English. 
18 The Herzberg-Guild-Hook-Stevens textbook is unique in its 
approach. One of a series, it has a pattern o.f presentation which 
.features inductive teaching: All material is organized into three 
headings: 11Getting the Facts, Using th.e Facts, Testing Mastery o.f the 
14 Corbin, · Richara K. and Perrin, Porter G., Guide to Modern 
English, Scott, Foresman and Comp~, Chicago, 1955, P• i. 
15 
~., P• 529. 
16
corbin and Perrin, 12.2.• ill• 
17
corbin and Perrin, 1.2£• cit. 
18Herzberg, Max J., Guild, Florence c., Hook, J. N., and Stevens, 
Robert Lowell, Better English, Grade 12, Ginn and Comp~, Boston, 1953, 
458 PP• 
Facts." The editors state that their book is 11challenging11 in that the 
facts are give~, questions and problems are presented to help the pupil 
apply the facts, and finally he is tested on the mastery. 
Tressler-Christ declare: "The Sixth Edition emphasizes the 
practical aspects of English. 1119 The editors also use the expression 
n ••• a means of getting along in friendly grou.ps ••• and in 
business situ.ations. 11 They further declare that 11It provides realistic 
training in human relations. 11 They purport to help develop ttskills 
like thinking, discussing, observing, listening, and speak:ing.u20 The 
edi te>rs take a definite stand on the material presented on grammar and 
usage and state that they are following the tenets laid down by the 
National Council of Teachers o£ English in The English Language Arts: 
11 
. . • langu.age changes constantly; change is normal; correctness 
rests upon usage; all usage is relative. 1121 
23 
The three composition books are designed to meet the needs of all 
English students, regardless of vocational objective; yet they each 
acknowledge the existence of vocations in business and of students who 
may be preparing to enter it. 
The table o£ contents in any book is a revelation of the 
material contained in the book, and there is some indication of the 
relative importance of the various topics. However, organization may 
19Tressler, J. c. and Christ, Henry I., English~ Action, 1, 
Sixth Edition, D. C. Heath and Company, Boston, 1955, p. v. 
20Tressler and Christ, 1:!£• ill• 
21Ib.d . 
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prove deceitful, for, as stated earlier by John Addison Clement, the 
mere mention of pages, topics, and problems is no criterion for judging 
22 
quality. · Table 3 shows the comparison of topical content as determined 
by chapter headings and other subdivisions. 
In setting up classifications for this comparison, the writer 
arbitrarily arranged some units of material under the most appropriate 
topic; for example, the opening chapter in Aurner is "Personal Power 
Through Effective English," but a portion of this chapter treats motiva-
tion and the rest is devoted to oral English. For purposes of comparison 
the latter category was chosen. The Corbin-Perrin chapter entitled 
"Good English" might be placed under motivation, grammar, or vocabulary, 
but for comparative purposes it was listed under grammar because 
material on usage is included. The Parkhurst book does not have a 
chapter on spelling, yet a feature of the book is the 450-word list 
at the end. 
As might be expected, the general composition books attempt to 
reach into a broader topical coverage. Corbin-Perrin present material 
in six broad areas; Herzberg-Guild-Hook-Stevens, in eleven; and 
Tressler-Christ, fourteen. All books have material on. grammar, mechanics, 
letter writing, and composition. There is no other area which the 
business English qooks all treat and which is not covered in the regular 
composition books. The latter all have chapters on speech and vocabulary, 
units not presented by all three business English books. 
22clement, John Addison, Manual for Selecting ~ Analyzing 
Textbooks, The Garrard Press, Champaign, Illinois, 1942, p. ~' 
Topic Aurner 
}rammar (including Unit 2. 
sentence structure 
The Po>ver of \vords : 
The Parts of Speech 
and usage) 
fobs 
~etter Writing 
ibrary 
Unit 6. The Business Letter : 
How to Use Its Power 
Unit 8. The Body of the 
Letter : How It Is 
Constructed 
Unit 9. Tone: Why It Is 
Important 
Unit 10. Effective Letters: 
Simple Types 
Unit 11 . Application 
Letters 
Unit 12 . Adjustments 
Unit 13. Credits and 
Collections 
Unit 14. Sales Messages 
Hagar-Stewart- Hutchinson 
Part II . Grarrunar Review 
Part VI . Business Letter 
\vriting 
*Based on chapter or other major division titles . 
TABLE 3 
COM\P.ARISON OF TOPICAL CONTENT OF THE SIX TEXTBOOKS* 
Parkhurst 
Chapter V. The Grammar of the 
Business Letter- - I 
Agreement , Pronouns , 
Adjectives , and Adverbs 
Ch. VI . The Grarrunar of the 
Business Letter-- II 
Verbs , Prepositions , and 
Conjunctions 
Ch. II . The Ppysical 
Appearance of the Letter 
Ch. VII . The Essential 
Qualities Underlying 
Effective Letter Writing 
Ch. VIII . Forms and Form 
Letters 
jh. IX. Simple Routine 
Business Letters 
Ch. X. Special Types of 
Business Letters 
Ch. XI . The Sales Letter 
ICh. XII . The Letter of 
1
1
rl Application 
C~ . XIII . Letter of Introduc-
tion, Reference , etc . 
';h . XIV. The Credit Letter 
';h . XV o 'I'he Colle9tion Letter 
~h . XVI . The Adjustment Letter 
Corbin- Perrin 
Chapter 9. How Words Work 
Ch . 10. 1tlord Forms 
Ch . 11 . Avoiding Sentence 
Errors 
Ch . 1 . Good English 
Ch . 14. Special Types of 
Writing 
Herzberg- Guild- Hook- Stevens 
Chapter 17 . Variety in 
2 
Tressler- Christ J 
~pter 22. Examining Sentence 
• 23 . U~ing Correct Pronouns 
S b t t . .• 24 . Using Correct Verbs u s an 1.ves . . t. 
• 25 . Using AdJec 1.ves , 
Sentences 
Ch . 18. One- Word 
Nouns 
Ch. 19 . One- Word S b t t . !Adverbs , Nouns , Prepositions us an 1.ves : 1,.:: 
Pronouns 
Ch . 20. Verbs 
Ch. 21 . Groups of Words as 
Substantives 
Ch. 22 . Individual \-lords as 
Modifiers 
Ch. 23 . Groups of \vords as 
Hodifiers 
Ch . l4o The Job You'll Have 
Conjunctions 
• 26 . Building Clear, Concis 
Sentences 
• 18 . Getting and Holding a 
Job 
~ · 12 . Writing Socia~ Le~ters 
Ch . 2o Writing Better Business ~ · 19. Business Engl1.sh 1.n 
and Personal Letters !Action 
h. 9. Using the Library 
I 
TABLE 3 (Continued) 
===========r================~~====================~===================r==================~==================~·=================== 
Topic 
tening 
hanics (includes 
unctuation, 
apitalization, 
se of figures, 
bbreviations, 
y-llabication) 
ivation 
try 
io and Television 
::lrence Guide 
:tking 
lling 
iy Habits 
Aurner 
Unit 3. Effective Sentences: 
Punctuation and Numbers 
Div. III. Reference 
Guide 
Unit l. Personal Pov1er 
Through Effective English 
Hagar-Stewart-Hutchinson 
Part III. Punctuation, 
Capitalization, Abbrevia-
tions and the Use of 
Numbers 
Reference Section 
Part IV. Effective Speech 
. 
• 
Parkhurst 
Ch. III. Punctuation for the 
Business Letter 
,, 
I' 
ph. I. Why Study English? 
Corbin-Perrin 
Ch. 17. How Punctuation 
Works 
Ch. 15. Improving Your Speech 
Ch. 16. Group Discussions and 
Club Meetings 
Herzberg-Guild-Hook-Stevens 
Ch. 8. The Art of Listening 
Ch. 16. Punctuation and 
Capitalization 
Ch. 13. Poetry and the 
Imagination 
Ch. 4. Conducting Meetings 
with Efficiency 
Ch. 1. Your Speech: How You 
Can Improve It 
Ch. 12. The Techniques of 
Persuasion and Discussion 
Ch. 15. Good Spelling: A 
Tool for your Future Use 
Ch. 5. Developing Your Read-
ing Skills 
Ch. 6. Examinations, Precis, 
and otes 
Ch. 3. Success in Technical 
School and College 
Tressler-Ghrist 
, Ch. 1. Discriminating Listen-
ing 
.Ch. 29. Mechanics 
· Ch. 27. Punctuating Correctly 
Ch. 3. Personality and Human 
Relations 
jh. 20. Poetic Expression 
~o 21. Enjoying Television 
and Radio Programs 
Ch. 10. Parliamentary Practice 
Ch. 11. Discussing and 
Debating 
Ch. 14. Better Speech 
Ch. 15. Public Speaking 
Ch. 30. Spelling 
Ch. 4. Reading for 
Comprehension 
Cho 5. How to Study and 
~ Take Examinations h. 8. Thinking h. 17. Getting Ready for College 
Topic 
ocabulary 
(includes 
dictionary) 
Tri ting 
Aurner Hagar-Stewart-Hutchinson 
Part I . Vocabulary Building 
Unit 4. Effective Sentences : ' Part V . Effective Writing 
Unity, Coherence , and 
Emphasis 
Unit 5. Effective Paragraphs: 
How to Write Them 
Unit 7. The "C" Qualities of 
Good \vri ting 
Unit 15. Other Important 
Forms of Communication 
TABLE 3 (Continued) 
Parkhurst 
! 
I ~ 
Ch. IV. The Importance of Word 
Study to the Letter Writer 
I'Ch. XVII . Business Reports 
I, 
I j 
Corbin- Perrin 
Ch. 6. The Meaning of \vords 
Ch. 7. Using vlords 
Ch. 8. Using the Dictionary 
Ch . 2. Getting Ready to Write 
Ch . 3. Planning Your Paper 
Ch . 4. v!ri ting Your Paragraphs 
Ch . 5. Revise Your Paragraphs 
Ch . 12 . \•Jri ting Good Sentences 
Ch . 13. \·lriting a Research 
Paper 
Herzberg-Guild-Hook-Stevens Tressler- Ghrist 
Ch. 9. Diction and Diction- n. 6. Learning and Using New 
aries '.vords 
Ch . 7. Writing Research 
Papers 
Ch . 10. Producing a School 
Hagazine 
]1 . 2 . Planning, \vri ting, 
Revising 
n. 7. '.lri ting from Experience 
h. 13 . 'ilri ting Precis 
Ch . ll . Narratives 
Life 
in Modern r· 16. Preparing a Research 
1, Paper h. 28 . Buiiding Pleasing, 
Forceful Sentences 
2 
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Grammar 
In attempting to make a comparison of situations named or 
explained, the first step is classification. This must be arbitrary. 
In this thesis grammar has been analyzed first from a sentence-
structure approach, then from an examination of inflectional forms. 
Usage is treated in a separate section. The sentence is the basic r • 
.. 
~.~ 
unit; its parts--clauses, phrases, and parts of speech--are the next A 
factors to be compared~ 
Sentence structure. Table 4 shows the terms applied in the 
·)~ 
p ,. 
description of the English sentence. Although all books define simple, 
compound, and complex sentences, there seems to be no further detectable 
pattern among the authors when the other niceties of sentence structure 
are considered. The composition writers are the only ones who consider 
elliptical sentence patterns. Corbin-Perrin alone attempt to explain. 
the difference between major and minor sentence patterns. Four autho~s 
offer material on the run-on sentence; the three composition books and 
one business English textbook have an explanation o.f inverted and 
normal order. 
. \ 
,. 
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TABLE 4 
SENTENCE STRUCTURE 
13 ~ ~ ~ Q) ~ ~ Q) r-1 Q) i ~ ..0 Ul Terms Presented ~ 1:'1 Ul ~ ~ Q) 0 Q) ~ P-! 0 iJ:I 8 
Sentence def'ined X X X X X X 
Kinds of' sentences 
Complex X X X X X X 
Compound X X X X X X 
Simple X X X X X X 
Declarative X X X X 
Compound-complex X X X 
Elliptical X X X 
Interrogative X X X 
Imperative X X X 
Complex-complex X X 
Exclamatory X X 
Command X 
Minor X 
Major X 
Types of' errors 
Run-together or run-on X X X X 
Fragments X X 
Incomplete X 
Order 
Inverted X X X X 
Normal X X X X 
Total 9 7 9 17 9 11 
-
Parts of the sentence. Table 5 compares the treatment of the 
parts of the English sentence. Concerning the subject of a sentence, 
30 
all six define or illustrate this term, and they all have material on 
compound subject; yet only five define or illustrate predicate. The 
academic books all have definitions of simple and complete subject and 
complete predicate. An examination of the constructions within sentences 
shows mention by all authors of appositives, direct objects, objects of 
prepositions, and predicate nouns. Such terms as restrictive appositive, 
subject of infinitive, adverbial noun, indirect object, and predicate 
objective are found in all the regular composition books, but in not al~ 
of the business English textbooks. 
Concerning clauses, Table 5 reveals that the six authors define 
or illustrate this term as well as present material on essential, main, 
nonessential, and subordinate clauses. Very obviously, the academic 
writers treat thoroughly the functions of noun clauses, but among the 
business English writers Parkhurst alone does this. 
31 
TABLE 5 
PARTS OF THE SENTENCE 
.p 
~ Fi 17.1 j Q) Fi s:l Q) r-1 Q) ~ ·r-1 ,.0 fll Terms and Usage ] i: 1:'1· (1.) ~ H Q) 0 Q) H IJ:I Il-l 0 IJ:I 8 
Subject and Predicate 
Subject, compound* M X X X X X 
Subject of sentence defined or illustrated M M M X ·X M 
Predicate of sentence defined or illustrated M M X X M 
Predicate, compound X X X X 
Errors, agreement of subject with predicate X X X 
Subject, complete X X X 
Subject, simple X X X 
Predicate, complete X X :X: 
Predicate, simple X :X: 
Errors, recognition of real subject X 
Total 2 6 3 9 8 e 
Constructions within Sentences 
Appositive X X X X X X 
Direct object or object of a transitive verb X X X X X X 
Object of preposition X X X X X :X: 
Predicate noun, nominative, or subjunctive 
complement X X X X X X 
Appo si ti ve, restrictive or essential. X X X X 
Subject of infinitive X X X X 
Adverbial noun or objective X :X: X 
Appositive, nonrestrictive or nonessantial X :X: :X: 
Indirect object X X X 
*The use of the symbol M denotes that the term is illustrated or 
mentioned, but not fully defined or explained. 
TABLE 5 (Continued) 
Terms:rand~ Usage 
Nominative absolute 
Predicate complement 
Predicate objective or objective complement 
Infinitive phrase as predicate complement 
Retained object 
Cognate object 
Complement of infinitive 
D irect object, compound 
Indirect object, compound 
Secondary object 
Total 
Clauses 
Clauses defined or illustrated 
D 
E 
ependent or subordinate 
ssential or restrictive 
Independent, main, or principal 
N onessential or nonrestrictive 
Relative 
Adjective or adjectival 
Adverb or adverbial 
oun 
. 
oun 
N 
N 
N 
N 
N 
clause used as object of a preposition 
oun clause used as object of a verb 
oun clause used as subject of a verb 
oun clause used as subjective complement, 
noun, nominative, or complement 
N oun clause used as appositive 
oordinate c 
E 
E 
lliptical 
rrors, dangling elliptical clauses 
1-1 Q) 
a 
~ 
X 
X 
8 
X 
M 
X 
X 
X 
M 
predicate 
~ 
M 
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.p 
11.1 ~ 1-1 1-1 Q) 
~ ~ Q) r-1 1-1 •rl ,.0 11.1 ~ f! N 11.1 1-1 1-1 Q) m 0 Q) 1-1 
:r:l Pol 0 :r:l E-l 
X X X 
X X 
X X X 
X 
X X 
X 
X 
X 
X 
X 
8 5 12 14 12 
X M X X X 
M X X X X 
X X X X X 
M X X X X 
X X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X. X 
X X X 
X 
X X 
X X 
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. TABLE 5 (Continued) 
.p 
~ ~ ~ Q) F-i !=f Q) r-1 
Ternl.s:2.andCUsage ·~ ~ ~ •r-1 ~ CD -e CD F-i Q) 0 Q) F-i 
.<:tl .IJ:I .Pi .o .IJ:I .E-1 
Errors, awkward succession of relative clause X 
Errors, clause not following its antecedent X 
Inverted (punctuation) X 
Noun clause used as indirect object X 
Parenthetic X 
Substantive - X 
Total 8 7 14 19 14 16 
Grand Total 18 21 22 40 ~9· ~9 
Modifiers. Continuing with the parts of the Eriglish sentence, 
Table 6 shows the treatment of modifiers. Each writer defines or 
illustrates modifiers, explains the function of adjectives and adverbs as 
modifiers, and mentions the error of misplaced modifiers. Otherwise, the 
six books differ widely in the facts presented within this subtopic. 
Clauses (adjective .and adverb) as modifiers and the common error of too 
many modifiers are presE?nte_d in the regular composition books. Tally 
"\ 
totals on the table show a much heavier coverage by the composition group 
as a whole than by the business English writers. 
TABLE 6 
MODIFIERS 
+" 
Cll ~ f..! ~ Q) f..! s:: Q) r-1 
Te:t'ins- and -Us'age Q) ~ ~ •r-1 ..a Cll ~ ~ t'l Cll F-t Q) a! 0 Q) F-t p:: P-t 0 p:: E-1 
Adjectives as X M X X X X 
Adverbs as X X X X X X 
Errors, misplaced modifiers X X X X X X 
Modifiers defined or. illustrated (see adjectives X X M X X X 
and adverbs) ' 
Adjective clauses as X X X X 
Adverb clauses as X X X X 
Clauses as X X X M 
Errors, dangling modifiers X X X X 
Infinitives as M X X 
-X 
Participles as M M X X 
Errors, too many modifiers X X X 
Infinitive phrases as adverbial modifiers M M X 
Participial phrases as adjectival modifiers Xil M X 
Phrases as X X X 
Prepositional phrases as X X X 
Prepositional phrases as adjectival modifiers X X M 
Prepositional phrases as adverbial modifiers X X M 
Errors, double negative X X 
Errors, squinting modifiers X X 
Errors, trite X X 
Groups of words as X X 
Infinitive phrases as adjectival modifiers M X 
Adjective phrases as X 
Adverbial phrases as X 
Nonrestrictive X 
Restrictive X 
Verbals as X 
Participial phrase as whole sentence modifier X 
Total 13 5 12 20 21 14 
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Phrases. Table 7 compares the treatment of another unit in the 
English sentence--phrases. While every author recognizes the need to 
define participial and prepositional phrases, on other subtopics the 
writers show a wide divergence. 
Adjectives. Descending in order of complexity in the English 
sentence~ single parts of speech are next in the analysis. The adjective, 
the function of which is one of modification, is considered first, then 
the adverb. As evidenced by Table 8, only three basic ideas about 
adjectives are mentioned in all six books: the definition, the article, 
and the comparison of this part of speech. The business English writers 
(and two of the academic authors) go into detail on the positive, 
.comparativ~ and superlative degrees, and the business English writers 
all have material on compound adjectives. In comparing adjective 
errors, one finds again that all business writers and two of the other 
three authors go into errors made after certain kinds of comparisons 
(use of any other, other, or ~after than in a comparison). The 
three composition books discuss the position of an adjective in relation 
to the word modified and offer material on proper adjectives, but there 
is no such uniformity on the part of the business English textbooks. 
T.ABLE 7 
PHRASES 
Terms and Usage 
Participial 
Phrase defined or illustrated 
Prepositional 
Essential or restrictive 
Infinitive 
Verb 
Gerund or verbal noun phrase 
Nonessential or nonrestrictive 
Absolute 
Errors, dangling participial phrases 
Prepositional phrase as adjective 
Prepositional phrase as adverb 
Errors, failure to distinguish phrases from clauses 
Infinitive phrase as noun 
Infinitive phrase as subject 
Infinitive phrase as. predicate complement 
Errors, dangling gerund phrases 
Errors, dangling infinitive phrases 
Infinitive phrase as subject after expletive 
Inverted 
Parenthetic 
Restrictive adverb phrase 
Verbal noun phrase as object of ~erb 
Verbal noun phrase as object of preposition 
Verbal noun phrase as subject 
Total 
1'-1 Q) 
~ 
X 
X 
X 
X 
X 
M 
M 
X 
M 
M 
M 
11 
.p 
m ~ 1'-1 ~ Q) ;j Q) r-1 i ~ ,.c OJ ~ 1:'1 m 1'-1 ~ 0 Q) 
II:! Pi 0 II:! E-1 
X M X X X 
X M X X X 
X X X X X 
X X X X X 
X X X X 
X X X X X 
X X X 
X X X X 
M X X 
X M M 
X X X 
X X X 
X X 
X X 
X 
X 
X 
X 
X 
X 
X 
12 9 18 12 8 
TABLE 8 
ADJECTIVES 
Terms and Usage 
Adjective, defined or illustrated 
Article, defined or illustrated 
Comparative degree of adjective 
Comparison of 
Infinitives as 
Errors, omission of ~ other, other, or else after 
than in a comparison 
Positive degree of 
Proper 
Superlative degree of 
Article, repetition of before second noun in a 
series to indicate two different persons or things 
Compound 
Errors, agreement of demonstrative adjective with 
its noun 
Errors, use of article _!, .!!! after .!9E4. 2f., sort of 
Irregular comparison of 
Not to be compared 
Position of 
Article, repetition of before second adjective 
modifying a noun, one of which is expressed 
and the other understood 
Article, use of .! before nouns beginning~ with a 
sounded consonant 
Article, use of an before words beginning with a 
vowel sound -
Choice of comparative or superlative degree 
Demonstrative 
Linking verbs, after 
Participial 
Verbals as 
Articles, definite 
Articles, indefinite 
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X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X M X X X 
X X X X X 
X X X X X 
M M X X X 
X X X X X 
X X X X 
X X X X 
X X X 
X X X X 
X X X X 
X X X X 
X X X 
X X 
X X X 
X X X 
X X 
X X X 
X X X 
X X 
X X X 
X X 
X X 
X 
X 
X 
X 
X 
TABLE 8 (Continued) 
Terrlrs: a.nd:usage 
Article, use of before noun representing a class 
rather than individual of a class 
Descriptive adjective 
Errors, double comparison 
Errors, placement of first, last before an adjective 
Errors, illogical expression of comparisons 
Errors, omission of article before second of two 
nouns to indicate but one person or thing 
Indefinite 
Numeral (numbers as) 
Possessive 
Predicate 
Predicate complement, as 
Absolute 
Articles, use of before adjectives referring to 
separate objects used with noun in plural 
Articles, use of before adjectives referring to 
separate objects used with noun in singular 
Articles, use of ~before sounded & 
Articles, use of with members of series 
Common adjective 
Coordinate 
Comparison of adjective, simple for.m of 
Counter words, as 
Errors, agreement of possessive adjective with 
antecedent 
Errors, omission of article before second of two 
adjectives connected by and modifying same noun 
Errors, use of other with superlative degree 
Intransitive verbs, use after certain 
Interrogative 
Limiting 
Objective complement, as 
Predicate objective, as 
Pronominal 
Relative 
Total 
X X 
X 
X X 
X 
X 
X X 
X 
X 
X 
X 
X 
X 
X 
X X 
X X 
X X 
X 
X X 
38 
X 
X X 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
22 18 30 29 31 15 
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Adverbs. Table 9 compares the items having to do with adverbs. 
Every textbook has a definition of this part of speech and material on 
the modification function with respect to verbs, adjectives, and other 
adverbs. However, only Corbin-Perrin discuss the idea of an adverb 
modifying a whole sentence. All the books have explanations of adverbs 
of manner, place and direction, and time. With the exception of 
Parkhurst, each textbook has material on adverbs of degree and measure 
and on adverbs as infinitives. 
Conjunctions. For this part of speech, compared on Table 10, 
all writers define or illustrate the term, and all have explanations 
of coordinate, correlative, and subordinate conjunctions. 
Interjections. As show.n on Table 10, two of the business 
English textbooks do not even mention the term. 
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TABLE 9 
ADVERBS 
"t; ~ F; ~ Q) F; s::: Q) r-1 Terll!~.~a.n,..d ;·U~¥;e Q) J •.-! ,.0 rJl ~ ~ t::l rJl ~ F; Q) 0 Q) F; ,:q P-1 0 I:I:I E-1 
Adverbs, defined X X X X X X 
Comparison of (see inflectional forms) X X X X X X 
Modifiers of anjectives, as _x X X X X X 
Modifiers of adverbs, as X X X X X X 
Modifiers of verbs, as X X X X X X 
Types of, manner (how) X X X X X X 
·Types of, place and direction (where) X X X X X X 
-.Types of, time (when) X X X X X X 
Infinitives as X K: M X X X 
,k·adverbs, when to use X X X X X 
Types of, degree and measure X X X :X: :X: 
Conjunctive X X :X: :X: 
Errors, confusion of adverb and adjective X :X: X :X: 
Irregular comparison X M X 
Participles or verbals as M X X 
Position of X X X 
Intransitive complete verbs, after :X: X 
Introductory :X: X 
Conjunctive, list of X 
Errors, double negative X 
Errors, illogical comparison X 
Errors, too frequent use of conjunctive adverbs X 
Interrogative X 
Relative X 
Sentence modifiers, as :X: 
Simple X 
Total 15 15 l't 20 16 13 
·-
'. 
TABLE 10 
CONJUNCTIONS AND INTERJECTIONS 
Terms'. :and: Usa;g-e 
Coordinate 
Coordinate, list of 
Conjunctions 
Conjunction defined or illustrated 
Correlative 
Correlative, list of 
Correlative, placement of 
Subordinate, defined 
Subordinate, list of 
Errors, use of inaccurate conjunctions 
Errors, use of preposition rather than conjunction 
Relative and interrogative pronouns used as 
subordinate conjunctions 
Subordinate conjunction, use of to connect clauses 
of unequal rank 
Subordinate conjunction, use of to connect dependent 
clause to clause to which it is attached 
Errors, correlative conjunction to connect parts 
parallel in form 
Errors, overuse of coordinating conjunctions 
Errors, use of redundant conjunctions 
Subordinate conjunction, use of to connect sub-
ordinate clause to some word in principal clause 
Total 
Interjections 
Interjection defined or illustrated 
Total 
Grand Total 
\( :·,\ .. 
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..p 
~ f.i tl.l ~ <ll f.i s:l <ll r-t <ll ~ •rl ~ tl.l ] ~ tl.l ~ ~ f.i <ll 0 <ll f.i IJ:I P; 0 IJ:I E-t 
X X X X X X 
X X X X X M 
X X X X X X 
X X X X X X 
X X M X X X 
X X X X X X 
:X: X X X X X 
X X X X M X 
X X X 
X X 
M X 
X X 
X X 
X 
X 
X 
X 
11 10 10 12 10 10 
M X M X 
1 1 1 1 
12 10 10 13 11 11 
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Nouns. Table 11 compares tb.e treatment of no-uns. Significantly, 
two of the business English writers offer no definition for this basic 
part of speech. All textbooks have material on verbal no~s (by one 
designation or another) and on collective and predicate nounse However, 
beyond these few common items, the authors show little agreement on 
necessar.y facts and ideas to be considered under nouns. 
Prepositions. Each textbook has a definition of prepositions, 
prepositional phrases and lists of prepositions for correct usage. 
The three composition writers, but only one business English author, 
take •P the common error regarding failure to distinguish prepositions 
from subordinating conjunctions. 
TABLE 11 
NOUNS 
~ ~ ~ t1l 
B 
Ql 
~ ~ Ql r-1 Terms and Usage Ql ~ ·r-1 .a t1l ~ ~ ~ t1l ~ .~ Q) I 0 Q) ~ lJ:l 0 lP E-1 
Collective X M X X X X 
Gerund, verbal noun, or participle used as noun X X X X X X 
Inflectional forms (see separate heading) M M M X M M 
Noun defined or illustrated X M M X X X 
Predicate noun (nominative) X X X X X X 
Proper X X M X X X 
Infinitive as X X X X X 
Compound X X M M 
Abstract X X X 
Adverbial (see Table 5) 
Common X X X 
Concrete X X 
Substantive d~fined or illustrated X X 
Clauses as substantives X 
P~?rson X 
"Something11 test for subs.tantives X 
Verbal phrase as noun X 
Verbals as substantives X 
Total 10 9 7 11 14 9 
T.ABLE 12 
PREPOSITIONS 
..p 
~ ~ co j Q) Term$.' and Usage ~ s:l Q) .-1 Q) ~ •r-1 .g co ] ~ co ~ ~ Q) 0 Q) ~ IJ:I P-1 (.) IJ:I E-1 
Correct usage (see list) X X X X X X 
Preposition defined X X X X X :X: 
Prepositional phrase defined (see Table 7) 
List of common prepositions X X X X X 
Difference between prepositions and subordinating 
conjunctions X X :X: X 
Phrase prepositions X X X 
Use of preposition at end of a sentence X X 
Errors, incorrect omission of a needed preposition X 
Errors, redundant prepositions X 
Total 4 5 5 6 4 4 
Pronouns. Table 13, which presents pronouns, deviates from the 
patterns seen in previous item comparisons in that·:. the business English 
writers all offer more material on pronouns than do ~ of their academic 
counterparts. The business English authors give a more thorough coverage 
on the subject of antecedents than do the other group. 
TABLE 13 
PRONOUNS 
Terms and Usage 
Agreement of pronoun with antecedent and verb in 
person, number, and gender 
.Antecedent 
Inflectional forms of pronouns (See Table 15) 
Possessive 
Predicate 
Pronoun defined or illustrated 
Reference of 
.Antecedent connected by and 
Indefinite 
Personal 
Relative 
Demonstrative 
Errors, indefinite it (they) 
Personal, list of 
Reference, ambiguous, buried, double, or vague 
Reflexive, intensive, or self-ending 
.Antecedent, collective nouns as 
Antecedent connected by ££ or ~ 
Errors, failure to recognize antecedent 
Errors, !!!Q., whoever as subject of verb not 
attracted into objective by preceding verb or 
preposition 
Interrogative pronouns 
Interrogative, list of 
Agreement of possessive pronoun in relative clause 
with antecedent of relative pronoun-functioning 
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X X X X X X 
X X X X X X 
X X M X X X 
M M M x X X 
X M M X X X 
X X X X X X 
X X X X X 
X X M X X 
M M M X X 
:M X X X X 
X 
X X 
M M 
X 
X 
M X X 
X X 
X X 
X X X 
X X X 
X X X 
X X X 
X X X 
X X X 
X X X 
M x M 
as subject of clause x x 
Antecedent connected by and or QE of different gender x x 
Errors, relative pronoun and verb following ~'one of'· x x 
Reference, thrown-in expression and personal pronouns_ :x;_ _;:~t: 
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TABLE 13 (Continued) 
-!-) 
~ F; t1.l ~ (!) f.i .~ (!) r-i Terms and Usage (!) ~ ..0 t1.l ~ ~ t'l t1.l l fJ f.i (!) 0 (!) f.i P-i 0 !J:I E-1 
Antecedent, foreign plural as X 
Antecedent, one as X 
Errors, shifts X 
Errors, useless subject X 
Errors, its and it's (:see also usage) X 
Errors, number of pronoun when . compound antecedent 
consists of singular noun and a plural noun X 
Interrogative pronoun, omission test for X 
Reflexive pronouns, case of X 
Total 20 18 22 17 17 14 
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Verbs. That English verbs encompass many items· is attested by the 
length and complexity of Table 14. One hundred sixty-one listings make 
up this table. The final totals show a very close balance between the 
two groups on the numbers of items included. 
The basic problems of grammar--agreement, verbals, irregular 
verbs, subjunctive mood, the formation of the various tenses, and 
voice--appear in each textbook. What differences are there in the 
items stressed by one group and not by the other? Because all business 
English writers and only one or none of the composition authors have 
these items, one may conclude that the business textbooks offer more 
material in these areas: agreement of verbs with subjects after words 
like half, one third, all, etc.; split infinitive; uses of the infinitive 
in certain noun constructions; use of the indicative mood to express a 
fact or ask a question; use of shall and .!'!ill in interrogative 
sentences expressing the future tense; use of the verbal in certain noun 
constructions, emphatic and progressive tense forms, use 0$ to ~ in the -
subjunctive mood. 
On the other side, however, the academic books uniformly present 
material on these items, but only one or none of the business English 
writers include them: a.beement of verb with subject plural _in form but 
singular in: meaning, tense shift errors, overuse o:f the passive voice as 
an error, tenses of participles, explanation of the function of the past 
tense, agreement of verb with subject regardless of numqer of predicate 
complement, conjugation of verbs, uses of the verbal noun in appositive 
and predicate noun constructions, and the formation of the future tense 
with the present tense and an adverb. 
T.AJ3LE 14 
VEBBS 
Terms and Usage 
Agreement, subjects connected by ££, ~ 
Agreement, subjects connected by and 
Agreement, subjects connected by and preceded by eac~~ 
eve;r (indefinite adjectives or adjectival pronouns 
Agreement with collective nouns 
Agreement with subject in .person, number 
Gerunds (see Table 11) 
Infinitives (see Tables a, 9, 11) 
Infinitives as adjectives (see Table a) 
Infinitives as adverbs (see Table 9) 
Intransitive 
Irregular, list of and definition 
Mood or Mode 
Mood, subjunctive 
Mood, subjunctive, statements or conditions contrary 
to fact 
Mood, subjunctive, wishes (past tenses only) 
Participles 
Participles, past 
Principal parts 
Regular 
Tense~ defined 
Tense, forms for 
Tense, future, formation of 
Tense, future perfect, formation of 
Tense, past, definition and formation of 
Tense, past perfect, definition and formation of 
Tense, present 
Tense, present perfect, definition, formation, and 
use of 
Transitive 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X ~ X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
M X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
4a 
X X X X X X 
X X X X X X 
TABLE 14 (continued) 
Terms and Usage 
Voice 
Voice, active 
Voice, passive 
Agreement, subjects connected by~ well ~ and 
like expressions 
Agreement with subject--elements £all between subject 
and predicate 
Auxiliaries 
Be, forms o£ 
Errors, dangling participles 
Infinitives as nouns (see.Table 11) 
Infinitives, omission o£ to a£ter certain verbs 
Linking or copulative verbs 
Mood, imperative, definition and use o£ 
Mood, indicative 
Mood, subjunctive, use to show determination or 
promise (shall and will) 
Mood, subjunctive, use to show wishes (past tense 
only) 
Participle, gerund, or verbal noun as object o£ 
preposition 
Tense, future perfect, use to indicate events to 
be completed at future time 
Verb phrases (see Table 7) 
Agreement after expletive 
Agreement after words like hal£, all, one third, 
some, any, more, etc. 
Agreement in adjective clause introduced by 
!!h£., which, that 
Agreement with subject plural in form but singular 
in meaning 
Errors, tense shifts 
Errors, use of passive voice rather than active 
Infinitive, split 
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X X X X X X 
X X X X X X 
X X X X X X 
X M X X X 
X X X X X 
X M X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
M X X M X 
X X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X :X:. 
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.TABLE 14 (Continued) 
.p 
~ f-l C/l ~ (J) Terms f-l .~ (J) r-l and Usage (J) j ,.a C/l ] i! t'l C/l ~ F-1 (J) 0 (J) F-1 0 l:I:I E-1 
' 
Infinitive i used as object of verb X M X' X I 
Infinitive used as subject of sentence X M x' X 
Interrogative sentences with future tense (shall I 
\ 
and will) X X X• X 
Linking verbs, list of X x! :X: X 
Mood, indicative, use to express fact or ask a 
' 
I 
question lx X :x:l ·X 
I I 
I I I 
Mood, subjunctive, use to express doubt (past I I I 
IX tense only) lx X I :X: 
Participle, gerund, or verbal noun as object of verb 1/ M X IX M I lx Participle, gerund, or verbal noun as subject IM M X 
Participle, present defined I x! I 'X X :X: I I xl P!=!:rticiple, present, use of IX X :X: 
' I I I I Participle, tenses of I IX I :X: !X :X: Tense, emphatic forms for. and formation of with I I i I £2., ~ X X :X: IX i 
!x : Tense, past, use for action completed in past M M I~ Tense, perfect, use of X :X: IM X Tense, primar.y or simple X X I X 
Tense, progressive past, formation of ,x X :X: M 
Tense, progressive present, formation of \X :X: X M 
Agreement after ~ number, ~ number I X IX :X: 
Agreement of verb with subject regardless of number I I I of predicate complement I :X: :X: X 
Agreement, subjects connected by and and preceded by I f 
one affirmative and the other negative . ~~ :X: :X: Agreement with compound subject :X: :X: 
Auxiliaries, list of X M X 
Complement X X :X: 
Conjugation of :X: X :X: 
Infinitive used as predicate noun or complement X X :X: 
Infinitives, use of X X X 
Infinitives, subject of in objective case :X: X X 
TABLE 14 (Continued) 
Terms and Usage 
Infinitives, tenses of 
Mood, subjunctive, ~ clauses after certain verbs 
Mood, subjunctive, to be 
Participle, gerund, or verbal noun as appositive 
Participle, gerund, or verbal noun as predicate noun 
or complement 
Participle, passive 
Participle, perfect defined 
Principal or main 
Tenses, completed action '·'"·I 
Tense, future, formation of with present tense of 
adverb 
Tense, sequence of (agreement of verb in subordinate 
clause with verb in main clause) 
Agreement after expletive there and compound subject 
Agre~ment of verb in relative clause following~ of 
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X X X 
X X X 
X X X 
X M X 
X M X 
X X X 
X X X 
x M M 
X X X 
X X X 
X X 
X X 
M 
X 
X 
Contractions x X 
Errors, dangling gerunds 
Errors, dangling infinitives 
Errors, voice shifts 
Infinitives, case of predicate complement of 
Infinitives, passive voice of 
Infinitives, perfect defined 
Infinitives, present, definition and use of 
Infinitives, voice of 
Mood, subjunctive, to e~press condition 
Mood, subjunctive, to express motions 
Mood, subjunctive, to express resolutions 
Mood, subjunctive, use in clauses introduced by ~ if 
Number of verbs 
Tense, future, formation of with be or ~ plus 
infinitive 
Tense, present, use of for statement that is always 
true, regardless of time 
Boston University 
School of Education 
Librar;v. 
X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X .X 
X 
X X 
X X 
TABLE 14 (Continued) 
Terms and Usage 
Tense, progressive £uture 
Tense, progressive £uture per£ect 
Tense, progressive past per£ect 
Tense, progressive present per£ect 
Verbals 
Voice, £ormation o£ passive 
Agreement, a£ter a £raction £allowed by o£ phrase 
Agreement, a£ter quantities, ·amounts, multiples o£ 
numbers expressing a single idea 
Agreement, company or corporation name 
Agreement, verb number in inverted sentence 
Completers 
Conditions 
Conditions, use o£ indicative verb £orms in 
Conditions, use o£ should or past tense 
Conditions, contrar.y-to £act 
Conditions, use o£ had with past participle 
Errors, con£usion o£ subjunctive with indicative mood 
Errors, determination o£ use o£ participle or gerund 
Errors, dropping ,2: or ~ o£ past tense and past 
participle o£ a regular verb 
Errors, number shi£ts 
Errors, omission o£ verb parts necessary to meaning 
o£ sentence 
Errors, participles not a main verb 
Errors, participles, use o£ per£ect passive in 
absolute phrases 
Errors, person shi£ts 
Errors, use o£ auxiliaries with past tense 
In£initives, not a main verb 
In£initives, passive voice 
Intransitive complete 
Mood, subjunctive, to express command 
Mood, subjunctive, to express concession 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
M 
M 
M 
M 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
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X 
X 
X 
X 
X 
X 
TABLE 14 (Continued) 
Terms and Usage 
Mood, subjunctive, to 
Mood, subjunctive, to 
Mood, subjunctive, to 
Mood, subjunctive, to 
Mood, subjunctive, to 
only) 
express 
express 
express 
express 
express 
desire 
emphasis (shall and will) 
improbability 
necessity 
possibility (past tense 
Mood, subjunctive, use of in present tense only in 
idioms that have survived 
Participle, gerund, or verbal noun as indirect object 
Participles, use in active voice 
Participles, use of to form tenses of verbs 
Participles, use of to modify whole sentences 
Participles, voice of 
Phrasal verbs 
Repeated 
Sense 
Tense, emphatic form, use for emphasis in 
negative statements and questions 
Tense, future, informal use of (contraction, 
about to, is going to) 
Tense, historical present 
Tense, present, use for action or situation that 
is habitual 
Verb-adverb combinations 
Verbals, tenses of 
Voice, verbs with no 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
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X 
X 
X 
Total 71 69 9E 103 73 68 
Inflectional forms. Table 15 presents the comparison on 
inflectional forms, a division of English grammar distinguished from 
the broader subject of sentence structure, which has been summarized 
in the previous tables. Some of the material in this subdivision 
has of necessity been presented with the respective parts of speech, 
but this section brings the material for inflectional forms to a 
logical exposition. 
As previously noted, the comparison of adjectives is a topic 
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of uniform treatment, and all authors explain the comparative degree. 
The table shows that although the terms nominative, objective, and 
possessive are not always defined, they at least appear in ever,r book. 
Predicate noun, subject of a verb, appositive, mention of the objective 
case, object of a preposition--these items have the attention of each 
textbook writer. The possessive case, so all state, should be used 
before a gerund or verbal noun. As for gender, only Hagar-Stewart-
Hutchinson give a thorough exposition. 
In considering the inflectional forms of nouns, the regular 
composition books and Hagar-Stewart-Hutchinson give thorough coverage. 
The other two business English writers do not have organized sections 
for this topic in their books, and as a result the composition group 
as a whole have a stronger presentation. The idea of person reflects 
casual treatment by four of the authors. 
All books have material on pronouns, particularly with reference 
to case. The business English writers explain the expression of gender 
with collective nouns and give nominative, objective, and possessive 
case forms. All authors present material on who. 
TABLE 15 
INFLECTIONAL FORMS 
Terms and Usage 
Adjectives, comparison of, (see Table 8) 
Adjectives, comparative degree (see Table 8) 
Adverbs, comparison of (see Table 9) 
Case defined 
Case, nominative 
Case, nominative, appositive in (see Table 5) 
Case, nominative, predicate noun or complement 
(see Table 11) 
Case, nominative, subject of a verb (see Table 5) 
Case, objective 
Case, objective, direct object or object of a 
transitive verb (see Table 5) 
Case, objective, object of a preposition (see 
Table 5) 
Case, possessive or genitive 
Case, possessive, use before a verbal noun 
Gender 
Number 
Person defined 
Pronouns, case,of 
Pronouns, nominative forms for 
Pronouns, objective case forms for 
Pronouns, possessive case forms for 
Pronouns, number of 
Who 
Adjectives, positive degree of (see Table 8) 
Adjectives, superlative degree of (see Table 8) 
Case, possessive, formation of 
Case, possessive, irregular plurals 
Case, possessive, formation of plural 
Case, possessive, plural nouns ending in ~ 
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M X X X X M 
M X X X X M 
M X X X X M 
X X X X M X 
X X X X X X 
X X M X M M 
X X M X M M 
M x M x M M 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X M 
X X X M M M 
M X X X X X 
X X 
X X 
X X 
X X 
X X X 
X M X 
X X X 
X X X 
TABLE 15 (Continued) 
Terms and Usage 
Gender, masculine 
Nouns, plurals of letters, figures, signs 
Nouns, plural of, ending in nyu followed by 
consonant (see spelling) 
Nouns, plural of, ·ending in 11y 11 followed by vowel 
Person, first 
person, second 
Person, third 
Pronouns, case, complement of verb to~· 
(nominative) 
Pronouns, case, nominative, subject of sentence 
Pronouns, case, objective, object of transitive verb 
Pronouns, forms of 
Pronouns, relative, forms for 
Adjectives, comparative degree of (see Table 8) 
Adjectives, errors, agreement of demonstrative 
adjective with its noun (see Table 8) 
Adjectives, irregular comparison of (see Table 8) 
Adjectives, not to be compared (see Table 8) 
Adjectives, superlative degree, formation of 
Adverbs, comparison of, use of er, ~ 
Adverbs, comparison of, use of m§~~, ihes.tt 
Adverbs, irregular comparison of 
Case, nominative, complement of infinitive to be 
when infinitive has no subject of its own 
Case, objective, appositive in 
Case, objective, objective complement or predicate 
objective (see Table 5) 
Case, objective, predicate complement (see Table 5) 
Case, objective, subject of an infinitive (see Table 5 
Case, possessive of singular nouns not.ending ins 
Case, possessive, who 
Case, possessive, joint and separate ownership 
Case, possessive, list of forms,· personal pronouns 
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M x M x M 
X X X X X 
X X X X X 
X X X X X 
M X M X M 
M X M X M 
M x M x M 
X X 
M X 
M X 
X X 
X M X 
X M X 
X M X 
X X X 
M X X X X 
X X X X 
X X X X 
X X X X 
X M X X 
X X X X 
X X X X 
X 
X 
X X X 
X X X 
X X X X 
X X X X 
T.A:BLE 15 (Con tinllled) 
Terms and Usage 
Gender, .feminine 
Gender, neuter 
Gender, use o.f' pronouns to indicate 
Nouns, plUrals o£ (see also spelling) 
Nouns, plurals of compound 
Nouns, plurals o:f, ending in ! or :fe 
Nouns, plurals o:f, ending in .2. 
Nouns, plurals o:f, ending in .!!_ 
Nouns, plurals o:f .foreign words 
Nouns, plurals o:f possessives 
Nouns, singular always 
Nouns, singular or plural, same· :form 
Pronouns, case objective, object o:f preposition 
Pronoun errors, re:ference inde:finite 
Pronouns, personal, objective :forms o:f 
Adjectives, choice o:f comparative or superlative 
degree (see Table 8) 
Adverbs, comparison o£, use o:f less, least 
Case, objective, adverbial (see Table 5) 
Case, objective, indirect object (see Table 5) 
Case, possessive, compounds 
Case, possessive, inanimate objects 
Case, possessive, phrase with o:f 
Case, possessive, singular nouns ending in s 
Case, possessive, use o:f to show ownership 
Case, possessive, use of to show possession 
Gender, :formation o:f for compounds 
Nouns, gender o:f 
Nouns, plurals of, change in spellilag 
Pronouns, ease, objective, subject o:f or complement 
of infinitive 
Pronouns, case with compound elements 
Pronouns, plural of 
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X X M X 
X X M M 
X 
X X X X 
X X X X 
X X X X 
X 
X 
X 
X 
X X X 
X X X 
X X M 
X X X 
X X X 
X M X X 
X X X X 
X X X X 
M x M M 
M X X X 
X X X 
X X 
X X X 
X X 
X X X 
X X 
X X 
X X X 
X 
X 
X 
X 
X X X 
X X X 
X X X 
X X X 
X X X 
TABLE 15 (Continued) 
Terms and Usage ~-
.. 
Adjective errors, illogical expression of 
comparisons (see Table 8) 
Case, nominative absolute 
Case, objective, retained object (see Table 5) 
Case, possessive, use of to show authorship 
Gender, addition of suffixes to distinguish 
Gender, antecedents in common 
Gender, common 
Gender, neuter, use of in speaking of insects or 
other small creatures 
Gender, personification of neuter nouns 
Gender, use of different words to distinguish 
Nouns, case of 
Nouns, plural only 
Nouns, plurals of proper names 
Nouns, plurals of titles 
Person, tense forms for third person singular 
Person, pronouns 
Pronouns, case, with appositives 
Pronoun errors, double comparison 
Pronoun errors, omission of necessary words in a 
comparison 
Pronoun errors, use of wrong case after than 
Adjective errors, agreement of possessive adjective 
with antecedent (see Table 8) 
Adjectives, possessive, list of 
Case, dative 
Cas'e, genitive 
Case, objective, cognate object (see Table 5) 
Case, objective, complement of an infinitive 
(see Table 5) 
Case, objective, secondary object (see Table 5) 
Case, possessive, appositive expressions 
.p 
tl) 
~ ~ Q) ~ B ~ !J:l t:Lt 
X 
X 
X X 
M X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
-~ ~ 
.o 
0 
M 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
Ill>· ~ 
Q) 
..0 
N 
~ 
Q) 
!J:l 
X 
X 
X 
X 
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~ 
Q) 
r-i 
tl) 
tl) 
Q) 
~ 
E-1 
X 
X 
X 
X 
X 
X 
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TABLE 15 (Continued) 
+:> tiD I {Q ~ j ~I Q) ~ $:l r-1 Terms and Usage Q) ~ •.-i ~ ; (JJ ~ ~ {Q M ~ Q) 0 Q) ~ IJ:I 0 lJ:l E-1 
Case, possessive, formation of with singular nouns 
and indefinite pronouns X 
Case, possessive, use of to show connection X 
Case, possessive, use of to show description X 
Case, possessive, use of to show doer of an act X 
Case, possessive, use of to show kind X 
Case, possessive, use of to show measure X 
Case, possessive, use of to show origin X 
Case, possessive, use of to show recipient of an act X 
Case, possessive, use of to show relationship X 
Gender, masculine, use of for referring to animals X 
Gender, neuter, use of with collective noun considere< 
singular X 
Gender, formation of by retaining original endings 
of foreign words X 
Nouns, plurals of nouns with different meanings X 
Person, nouns X 
Person, with verb be X 
Pronouns, case, objective with verbal nouns X 
Pronouns, case, objective, complement of verb to be X 
Total 5a 8il 3V 7f) 52 60 
Other grammatical terms. Table 16 is a summar,r of other 
grammatical terms and situations which have not been logically 
presented within the established frame of reference, the division of 
grammar into structural and inflectional categories, and yet these 
items on this table are a part of grammar. 
Although compound elements are mentioned in each book, only 
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two have any definitions or explanations of this term. All authors 
have the idea of subordination included in their grammar sections. 
This table shows that diagramming has no emphasis in any business 
English book, and that only one composition book, Herzberg-Guild-Hook-
Stevens, has a thorough exposition of this method of teaching the 
parts of the English sentence. 
TABLE 16 
OTHER GRAMMATICAL TEEMS AND SITUATIONS 
Compound elements 
Subordination 
Terms and Usage 
Parallel construction (structure) 
Errors, verb after expletive (there) 
Expletive (term) 
Diagramming 
Diagramming adverb clauses 
Diagramming infinitives as direct objects 
Diagramming noun clauses 
Diagramming simple sentences 
Declension 
Diagramming adjective clauses 
Diagramming adjectives 
Diagramming adverb modi£ying an adverb 
Diagramming adverbs 
Diagramming appositives 
Diagramming clauses as direct objects 
Diagramming complex sentences 
Diagramming compound elements 
Diagramming compound direct objects 
Diagramming compound sentences 
Diagramming direct obnects 
Diagramming gerunds 
Diagramming indirect objects 
Diagramming in£initives as nouns 
Diagramming participles used as an adjective 
Diagramming participles used as a noun 
Diagramming predicate nominatives 
Diagramming predicates 
Diagramming prepositional phrases 
Diagramming relative clauses 
Diagramming subjects 
.p 
Ol 
~ ~ Q) j j ~ 
M M X 
X X X 
X 
X X 
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~ ~ Q) 
.~ Q) r-1 
.a Ol 
~ N Ol H Q) 
0 Q) H 
0 IJ:I e-r 
M X M 
X X ·x 
X X X 
X 
X X X 
X X 
X X 
X X 
X X 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
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TABLE 16 (Continued) 
~ ~ O'l ~ ~ Q) ~ .~ Q) r-1 Terms and Usage Q) i ~ ,0 O'l ~ ~ ~ C/l Q) 0 Q) ~ I:Q P-t 0 I:Q E-1 
Diagramming subjects a£ in£initives X 
Diagramming subordinate clauses X 
Errors, parallel construction, 
noun 
shi£ts, adjective-
X 
Errors, parallel construction, shi£ts, noun-clause X 
Errors, parallel construction, shi£ts, gerund phrase-
clause X 
Er.rorsflparallel construction, shi£ts, in£initive -
phrase-clause X 
Total 3 3 3 9 30 12 
Usage 
Since this thesis is cons:i,dering usage as "accepted constructions 1123 
and as a part o£ the study o£ grammar, this particular topic is presented 
in the £ollowing manner. First, there is recognition o£ the various 
levels of usage, a term which means merely that there is a di££erence 
24 
in acceptability o£ expression within certain social situations. 0£ 
the business English writers, only Parkhurst makes a brie£ recognition 
of this problem in a paragraph, "Good Usage, 11 on page 108, in which he 
defines his term as "· •• words in present, reputable, and national 
use. 11 ;Corbin-Perrin have a whole chapter on the various levels of 
language--formal, informal, and nonstandard--and also identi£y in the 
Index many entries o£ single words with respect to the level o£ usage. 
Furthermore, the authors attempt to develop some guiding principles 
£or the kind of language suitable £or letter writing and other business 
situations. Herzberg-Guild-Hook-Stevens mention the undesirability o£ 
"big words, 11 and recommend the use of connotative words, concrete 
words, and "honest, straightforward English." However, these ~educators 
do not give a clear exposition 6£ the idea of levels of language. 
Although Tressler has a very thorough chapter on words, he does not 
mention "levels of language." 
The second topic considered under usage is kinds o£ errors. 
23 
National Council ·of Teachers o£ English, The English Language 
Arts in the Secondary School, P• 356. 
24 
·a 36 Ib1 ., p. 1. 
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Since the material on language levels is so scant, the objective o£ the 
analysis is to see What kinds o£ errors the authors discuss and to 
.examine a listing o£ the many speci£ic words included in the books. 
Table 17 gives a·general picture of usage errors; Table 18 gives a 
detailed listing o£ individual words noted by three or more o£ the 
authors. 
The textbook writers have some individuality when they treat 
usage as part of the grammar presentation. The business texts do not 
·aspire to a thorough, theoretical outlining of the entire subject o£ 
grammar. EVen the selection of to~cs re£lects the items to be 
considered on the usage level. For example, Aurner presents no~s 
with the emphasis on proper nouns, £ollowed by material on capitalization. 
He has much material on agreement o£ verbs, pronouns, and irregular verbs. 
The sections on adjectives and adverbs have material on comparisons. 
Preposition and conjunction usage errors merit a paragraph. In this book 
the stress is in the area o£ usage. 
Hagar-Stewart-Hutchinson reflect usage consciousness in that they 
have three lessons on "Some Commonly Misused Words and Phrases, 11 and in 
each unit beginning vdth Lesson 9 th~ough Lesson 28, some attention is 
given to words frequently confused, such as lend, loan, respectively, 
respectfully, etc. Each lesson has drill material to which the 
grammatical principles learned may be applied. 
Similar in approach to the problem o£ usage is the Parkhurst 
book. That usage is a major topic is attested by the chapter "The 
Importance of Word Study" containing a listing o£ trite words and 
phrases. "Words and Phrases Commonly Misused11 is another exhaustive 
list. The grammar is presented by giving f'irst the rule or def'ini tion, 
examples, and f'inally drill exercises f'or the application of the 
principles. The section on adjectives has a listing of troublesome 
words; so does the section on adverbs. The material on prepositions is 
copious. _The heading 11 Common pitf'alls in the use of' conjunctions" 
introduces material on the proper usage of' this part of' speech. In 
presenting the principles of' ef'f'ective letter writing, the author uses 
a pattern of' citing rule and then following it with examples illustrating 
how this particular guide is f'requently violated. In conclusion, the 
Parkhurst book most definitely recognizes usage as an important phase of 
grammar. 
The business English books as a group have more usage items in 
common than do the regular composition books. 
Ho~ever, f'or the whole subject of' grammar, the composition 
textbooks do give a very thorough treatment. All tables attest to the 
depth of' coverage given by Corbin-Perrin. They devote three chapters to 
grammar, emphasizing those topics which give the most trouble. The 
Index has def'ini tiona and examples of' many rules and usage items. 
Exercises provide drill material within the chapters. 
Herzberg-Guild-Hook-Stevens have seven chapters on grammar. 
The f'eature of the grammar, as well as of' the whole book, is an 
inductive presentation--example, questions to stimulate f'or.mulation of' 
principles, and finally rules. They, too, of'f'er drill material. 
Tressler, in the handbook section, chapters 22 through 26, 
has a grammar reference in which he includes definitions, examples f'or 
each entry, and practices. 
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In summary, all books recognize usage. The composition authors 
acknowledge the existence of a problem on levels of language usage, but 
the business writers, except for Parkhurst, do not. The business 
English group have more material on certain commonly misused words and 
phrases than do the others. 
Table analysis. Table 17 shows types of usage errors. These 
seem to resolve themselves into matters having to do with agreement, 
comparison, homonyms, modifiers, proper prepositions, verbs, and 
sentence structure. 
Table 18 is a comparison of usage items in the six books. The 
items, which are listed by frequency of occurrence in the six books and 
then alphabetically, include specific words mentioned as requiring 
special constructions or inflectional endings. 
Only the following appear in all six books: the verb be; usage 
for ~' may; constructions after the verb ~; principal parts and 
proper usage for lie, ~' sit, ~; and the conjunction .2£• 
Although the table itself is long, the analysis is not too 
detailed. The business books all have material on irregular verbs; 
indeed, every one lists the ~ollowing: 
begin draw go shake · 
bite drive hang shrink 
blow drink hide sink 
break eat know steal 
bring fall pay swim 
burst fight ride take 
catch fl:eg<Jt ring teach 
choose g1y rise throw 
come gate run wake 
do give see wear 
e 
The following words appear in each business English book for 
proper usage: 
accept, except 
advise 
affect, effect 
almost and most 
as, like 
farther, further 
formally, formerly 
.let, leave 
lend, loan 
seldom, if ever 
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bring, take 
continual, continuous 
council, counsel 
shall, will, should, would 
try to 
without 
All business English writers include these business expressions: 
as per, per 
at all times or at this time 
at hand 
contents carefully noted 
enclosed please find 
esteemed 
even date 
inst. :for instant 
proximo 
recent date 
same 
thanking you in advance 
ultimo 
Other grammatical usages common to each of the business English 
textbooks include correct preposition with angry; ~and its compounds; 
the proper construction after the words appear, grow, look, ~' smell, 
taste; parallel construction in~ ••• ~; ~ ••• ~ after a 
negative; inflectional forms of~; constructions after but; each, 
eve;r, and tl~sr compounds; comparison of good; constructions after 
In summary, the business English textbooks are in agreement on 
the necessity for having material on proper verb forms, on certain 
expressions that are not considered proper in letter writing, on forms o:f 
the nominative case after linking verbs, and on proper usages of each, 
eve~ and its compounds. 
The three co¢position books have very few usage items in common. 
Only these appear :for all three, but do not appear in all the business 
textbooks: construction after become; idiom di£ferent £rom; incorrect 
use o£ 2f:f. .Q!; usage on rise, raise; this, that; who, whose, and whom. 
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TABLE 17 
TYPES OF USAGE ERRORS 
+'> ~ ~ OJ ~ Q) ~ .~ Q) ...-1 Terms and Usage Q) ~ .0 OJ ~ ~ ~ OJ ~ Q) 0 Q) ~ IJ:t P-t 0 IJ:t E-t 
Agreement (see also Tables 9, 15, 16) X X X X X X 
Conjunctions (see Table 11) 
Dangling expressions (see Tables 7, 
Comparison (see Table 9, 10, 16) 
B, 15) 
Irregular verbs X X X X X M 
Misplaced modifiers (see Table 7) 
Pronouns (see Table 14) · 
Sentence structure (see Table 4) 
Verbs (see Table 15) 
Double negative (see Tables 7, 10) 
Shi£ts (see Tables 15, 14) 
Useless words (see also Table 11, 13) X X X X 
Future tense, expression o£ X X X 
Homonyms X X 
Double prepositions X 
Idioms X 
Perfect passive participle in absolute phrase 
(see Table 14) 
Total 4 4 2 6 3 4 
TA:BLE.l8 
USAGE ITEMS TREATED IN THREE OR MORE BOOKS 
+'> ~ rJl f; 
~ f; Q) f; ~ Q) r-1 Usage Item Q) ~ •r-1 ,.c r/l' ] ~ 1>1 rJl ~ ~ f; Q) 0 Q) f; ll:! P-t 0 ll:! 8 
Be (followed by nominative case) X X X X X X 
Can, may X X X X X X 
Feel (linking verb) X X X X X X 
Lay, lie 
-
X X X X X X 
Or, rior (:p.umber of verb with) X X X X X X 
Set, sit X X X X X X 
Affect, effect X X X X X 
Almost, most X X X X X 
Bad, ·badly X X X X X 
Become X X X X X 
Bite (irregular verb) X X X X X 
Blow (irregular verb) X X X X X 
Burst X X X X X 
But X X X X X 
Council, cormsel X X X X X 
Different from X X X X X 
Do, did X X X X X 
Drunk X X X X X 
Each X X X X X 
Eat (irregular verb) X X X X X 
Every and its compounds X X X X X 
Fall ~irregular verb) X X X X X 
Flee irregular verb) X X X X X 
Get, got X X X X X 
Go X X X X X 
Good, well X X X X X 
Fly (irregular verb) X X X X X 
Grow X X X X X 
Hanged, hrmg X X X X X 
Kind, sort X X X X X 
Lend, loan X X X X X 
Like, as X X X X X 
Ride, (irregular'~erb) X X X X X 
Rise, arise 
Same 
TABLE 18 (Continued) 
Usage Item 
Seem (£allowed by nominative case) 
Shall, will 
Shrink (irregular verb) 
Sink (irregular verb) 
Steal (irregular verb) 
Swim 
That 
This, that 
Throw (irregular verb) 
\vake, (irregular verb) 
\vear (irregular verb) 
Who, whose, whom 
Without 
A, an 
Accept 
Agree on, agree to, agree with 
All rea~, alrea~ 
.Among, between 
And 
Angry about, at, with (a person) 
.A:n:y and its compounds, verbs 'With, written as 
single words or two words 
Anybo~ 
Anyone 
Appear 
As 
As • • • as ; so • • • as 
Athletics 
Bear (irregular verb and homony111) 
Beat (irregular verb) 
Begin (irregular verb) 
Break (irregular verb) 
Bring, take 
Catch (irregular verb) 
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X X X X X 
X X X X X 
X X X X X 
X XIX X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X X 
: xl::.:: x 
X X X X X 
: ~ ~ ~ I~ ~ 
X X X 
X X X X 
X X X. 
X X X X 
X X X X 
X X X 
X X X X 
X X X X 
X X X 
X X X 
X 
X 
X 
X 
X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
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TABLE 18 (Continued) 
+=' ~ ~ .. Ol ~ Q) ~ .~ Q) r-1 Usage Item Q) ~- ~ Ol ~ J ~ Ol ~ ~ Q) 0 Q) ~ 0 lJ:I E-t 
I 
Choose, (irregular verb) X X X X 
Come (irregular verb) X X X X 
Compare to, compare with X X X X 
Comply witp X X X I X Differ from, with X X X X 
Draw (irregular verb) X X X 
IX Drive (irregular verb) X X X X 
Either, neither X X X X 
Except X X X 
IX Farther, further X X X X 
Fight (irregular verb) X X X I" I Formally X X X 
Forget (irregular verb) X X X ~~ Give i X X X lx lx Good (irregular comparison) X X X 
Hardly I X X X IX X Have, had X X X 
Hear (omission of sign. of infinitive after) X X X X 
Identical with X X X X In, into, in, to :X: X X X 
Its, it's X X X X 
Know (irregular verb) X X X X 
Lead, led X X X X 
Leave, let X X X X 
Look X X X X 
Off, of X X X X 
Only X X X X 
Part from friend, with money X X X X 
Politics X X lx X Principal, principle X X ~~ X Rise, raise X X X Run X X X 
I 
X 
See omission of infinitive after X X X X , ( ) 
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TABLE 18 (Continued) 
~ 
(Q ~ F'f F'f j Q) Usage Item 
J: 
.~ Q) r-1 Q) ,.a OJ J ~ ~ rll ~ F'f Q) 0 ~ ~ !l-1 0 
Scarcely X X X X 
Shake (irregular verb) X X .X X 
Shall, should X X X X 
Show (irregular verb) X X X X 
Smell X X X X 
Sure, surely X X X X 
Take (perf'ect participle, f'orm of') X X X X 
Taste X X X X 
Teach 
' X X X X 
Tear (irregular verb) X X X X 
These, those X X X X 
To X X X X 
Together with X X X X 
Try to X X X :X: 
Unless X X X :X: 
·Which X X X X 
Win X X X X 
Write (perf'ect participle, f'Grm. of') X X :X: X 
Above, below, above-listed, above with, etc., as 
adjective, adverb, preposition X X X 
Acoustics X X :X: 
Advice X X X 
Advise X X X 
All right X X X 
All the f'arthe:r X X X 
Allusion ~ X X X Any place X X X 
.As if'' as though f'ollowed by subjunctive X X X 
.As per, per X X X 
As well as X X X 
At X X X 
At all times (at this time) X X X 
At an early date X X X 
At hand X X X 
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TABLE 18 (Continued) 
-f.!> ~ OJ ~ ~ Q) ~ .~ Q) r-1 Usage Item Q) ·~ ~ ~ OJ ~ ~ OJ ~ Q) 0 Q) ~ IJ:I P-t 0 IJ:I E-1 
Awake (i;regu).ar verb) X X X 
Balance X X X 
Beg X X X 
Bend (irregular verb) X X X 
Beside, besides - X X X 
Bid (omission of sign of infinitive after) X X X 
Bind (irregular verb) X X X 
Buy (perfect participle). X X X 
Can,. could X X X 
Capital, capitol X X X 
Chinese X X X 
Contents carefully noted X X X 
Continuai, continuous . X X X 
Correspond to or with (a thing) X X X 
Credible X X X 
Credulous X X X 
Data X X X 
Dig X X X 
Each other, one another X X X 
Either • . . or, neither . . • nor X X X 
Else X X X 
Enclosed please find X X X 
Esteemed :f;avor X X X 
Etc. X X X 
Even date X X X 
Fewer, less X X X 
Find (irregular verb) X X X 
First, last X X X 
Formerly X X X 
Freeze (irregular verb) X X X 
He or she, his or her X X X 
Healthful, healthy X X X 
Hide (irregular verb) X X X 
Illusion X X X 
In re ard to g X X X 
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TABLE 18 (Continued) 
+" ~ Ol f..l ~ <I> f..l s:: <I> r-1 Usage Item <I> J •r-{ ~ Ol ] ~ Ol ~ f..l <I> 0 <I> f..l P-i 0 1:1:1 E-t 
Inside, inside o:f (:for within) X X X 
Inst., instant X X X 
Into X X X 
Latter .. X X X 
Less, :fewer X X X 
Let (omission o:f sign o:f infinitive after) X X X 
Liable, likely, apt X X X 
Lighted, lit X X X 
Line X X X 
Little X X X 
r 
Lose, loose X X X 
Mathematics ' X X X 
Many a X X X 
May, can; might, could X X X 
Means X X X 
Measles (singular verb with) X X X 
Need (omission o:f sign o:f in:fini ti ve after) X X X 
Neither X X X 
Neither . . • nor (:for parallel structure) X ·x X· 
Nice X X X 
None, no one X X X 
O:f X X X 
One X X X 
One o:f those who (agreement) X X X 
Only (where to put) X X X 
Ought (not had ought) X X X 
Over with X X X 
Party, person X X X 
Pay (irregular verb) X X X 
Place, -where X X X 
Please be advised that X X X 
Proved, proven X X X 
Provided, providing X X X 
Proximo X X X 
Real, really X X X 
Recent date X X X 
TABLE 18 (Continued) 
Usage Item 
Remember 
Shine 
Slay (irregular verb) 
Sleep (irregular verb) 
Say, state, talk 
Seldom, if' ever 
Sing (irregular verb) 
So 
Sound 
Species (inflectional form), specie 
Stationary, stationery 
Strike (irregular verb) 
Strive (irregular verb) 
Swear (irregular verb) 
Swing (irregular verb) 
Than 
Thanking you in advance 
The 
Their 
Them, those 
There is, there are 
UltilllO 
Under separate cover 
Unique 
Wait on, wait for 
Wait on (for wait for) 
Weave (irregular verb) 
Where • • • at, where • • • to 
-where a 
While, a 
'Who, referring to persons 
Will 
Would 
Wring 
Total 
:X 
X 
X X X 
X X X 
X X 
X X 
X X 
X X X 
:X: X :X: 
:X: X 
X :X: 
X :X: 
X :X: :X: 
:X: X :X: 
:X: :X: :X: 
:X: X :X: 
:X: :X: X 
X :X: X 
:X: :X: :X: 
X :X: :X: 
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X 
:X: 
:X: 
:X: 
:X: :X: X 
X :X: X 
X :X: :X: 
:X: :X: X 
X X :X: 
X :X: :X: 
:X: :X: X 
X :X: :X: 
:X: X :X: 
X :X: :X: 
:X: :X: :X: 
:X: X :X: 
:X: :X: X 
:X: :X: :X: 
X :X: :X: 
:X: X X 
157 1 'i9 201 1 'iO 96 81 
.e 
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Mechanics 
The second major division of this thesis is the examination of 
the topics usually considered within the term mechanics--abbreviations, 
alphabetizing rules, capitalization, division of words, numbers, 
punctuation, and spelling. 
Abbreviations. Table 19 shows the subtopics within the subject 
of abbreviations. All books have material on abbreviations for 
associations and governmental agencies, and all agree that dates are 
not to be abbreviated. Aurner, Hagar-Stewart-Hutchinson, and Parkhurst 
have a listing of items not to be abbreviated and present material on 
the abbreviation of titles as well as typing hints. The three general 
composition books have a list of acceptable abbreviations and take up 
the use of abbreviations in the expression of time. At least four 
authors agree on the importance of mentioning academic degrees, personal 
titles, personal names, and the use of figures with abbreviations for 
time. 
Alphabetizing. Only one book, Corbin-Perrin, has the rules for 
alphabetizing. 
TABLE 19 
ABBREVIATIONS 
Terms ~d Usage 
Acceptable abbreviations, associations and 
government agencies 
Items not abbreviated, dates 
Titles 
Items not abbreviated 
Academic degrees 
Items always abbreviated, personal titles 
Items always abbreviated, Esq., Jr., Sr. 
Items not abbreviated, certain geographical names 
Items not abbreviated, personal names 
Time, indications of, with figures 
Acceptable abbreviations, list of 
Acceptable abbreviations, in addresses 
Items not abbreviated, Reverend and Honorable 
preceded by ~ 
Typing hints 
Acceptable abbreviations, in bibliographies 
Etc. 
Geographical names, list of 
Items always abbreviated 
Items not abbreviated, name of a position 
Items not abbreviated, school subjects 
Latin expressions, formal 
Plurals of 
Titles, government 
Titles, militar,y 
Titles, personal 
Titles, religious 
Abbreviation defined 
Ampersand for and 
Business terms, list of 
Capitalization of 
Compass directions 
Firm names, in 
Formal writing, in 
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X X X X X X 
X X X X X X 
X X X X X X 
X X X X X 
X X X X 
X X X X 
X X X M 
X X X X 
X X X X 
X X X X 
X X X 
X X X 
X X X 
X X X 
X X 
X X 
X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X X 
X 
X 
X 
X 
X 
X 
X. 
X 
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TABLE 19 (Continued) 
.p 
~ {f.) fti ~ j ~ Q) r-f Terms and Usage Q) j •ri .0 11l ] ~ N 11l ~ ~ Q) 0 Q) ~ P-i 0 I:Q 8 
Hyphenated X 
Numbers, with X 
Scientific and technical X 
Telegrams, in X 
Terms of measure, in X 
Titles, educators X 
Total 17 25 10 19 16 10 
Capitalization. The authors have more in common in the subject 
of capitalization, presented on Table 20. They all offer material 
£or capitalizing the names of the compass points, complimentary close 
of a letter, days, not capitalizing names o£ directions, capitalizing 
names of months, proper nouns and adjectives, quotations, salutation o£ 
a. letter, important words in titles of books and similar worRs, and 
geographical terms. 
T.ABLE 20 
CAPITALIZATION 
Terms and Usage 
Compass, points o£, indicating speci£ic places 
Complimentary close o£ a letter 
Day~ 
Directions (not capitalized) 
Geographical terms 
Months 
Proper nouns and adjectives 
Quotations 
Salutation o£ a letter 
Titles o£ articles, books, literar,y works, etc., 
important words in 
Word dear in a salutation 
Articles (a, an, the) 
Deity 
Groups and organizations 
Outline 
School courses 
SchooL subjects (not capitalized) 
Seasons (not capitalized) 
Titles o£ persons 
Commercial products or trade names 
Holidays 
Nouns showing £amily_relationships 
Personi£ied nouns 
Poetry, lines o£ 
Proper nouns and adjectives, exceptions 
:Buildings 
Colon, £ollowing, when £irst word after it 
introduces complete passage or sentence with 
independent meaning 
Historical events, periods, documents, names o£ 
Interjection Q 
Names o£ persons 
Sentences enclosed in parentheses, £irst word o£ 
Special parts o£ a work 
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1 
x:x X X X X 
i 
x;x X X X X 
XJX X X X X 
x1x X X X X 
xJx X X X X 
I 
XIX X X X X 
xix X X X X 
X•X X X X X 
x 1 x X X X X 
X X X X X X 
X M X X X M 
X X X X X 
X X X X X 
X X X X X 
X X M X X 
X X ·X X X 
X X X X X 
X X X X X 
X X X X X 
X X X X 
X X X X 
X X.X X 
X X X X 
X X X X 
X X X 
X X 
X X X 
X X 
X X 
X X X 
X X X 
X X 
X 
X 
X 
X 
X 
TABLE 20 (Continued) 
Terms and Usage 
Titles, personal, no name, or used in place o£ a 
person's name 
Titles, prepositions and conjunctions in, not. 
capitalized 
Academic degrees, abbreviations o£ 
:Sible 
Churches, names o£ 
Common nouns used with speci£io names to £orm common 
noun group 
Compound words 
Gover.nmental bodies, names o£ 
Languages, names o£ 
Mechanical aids to emphasis (advertising) 
Nationalities and peoples 
Places, names of 
Political parties, names o£ 
Pronoun I 
Races, names o£ 
Titles o£ government o££icials 
Word city 
Word state 
Words association, comp~y, etc~, used as 
substitute £or speci£ic name 
Abbreviations (see Table 19) 
:Sible, parts o£ 
Departments within a business organization 
Division o£ knowledge 
Ellipsis, with an opening 
Governmental bodies, shortened forms o£ 
Holy days 
Hyphenated elements ~- and -elect with titles 
· (not capitalized) 
Independent questions within sentences 
Inside address o£ a letter 
Legal wqrk, in 
Planes, names o£ 
Reasons £or capitalizing 
Religions and sects, names of 
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X :X: X 
X X :X: 
:X: 
X 
:X: X 
X X 
:X: 
:x:· 
:X: :X: 
:X: :X: 
:X: 
X X 
:X: 
:X: 
X X 
X 
X 
X :X: 
:X: 
X 
X 
:X: 
X 
:X: 
X 
X 
:X: 
X 
:X: 
:X: 
:X: 
X 
X 
X 
X 
:X: 
X 
X 
:X: 
:X: 
:X: 
X 
82 
TABLE 20 (Continued) 
Terms and Usage 
Sacred figures 
Series of questions, in 
Sums of money written out in business letters and 
legal documents 
Ships, names of 
Street names 
Street, avenue, etc., in newspapers (not capitalized) 
Specific things, names of 
Title~, of books, in capital letters completely 
Titles, business, after signature in a letter 
Titles, following names 
Titles of weeks 
Titles, personal,,not capitalized when preceded by 
~' an, or possessive form 
Titles, President of the United States 
\ 
Words;ordinarily common nouns referring to specific 
persons or things 
Words federal, government, union, etc., as short 
forms or references to specific countries 
Word Attention or Subject preceding body of a letter 
f-1 
Q) J ~ 
X 
X 
X 
X 
X 
X 
X 
X 
~ ~ l7.l f-1 ~ Q) .~ Q) r-1 ..0 l7.l ~ to:! l7.l ~ f-l Q) 0 Q) f-l 
P-l 0 l:tl E-1 
X 
X 
X 
X 
X 
X 
X 
X 
Total 31 51 33 42 24 39 
Division of words. Only three textbooks have specific sections 
devoted to th~s subject--Aurner, Parkhurst, and Corbin-Perrin. 
Hagar-Stewart-Hutchinson include syllabication, which is a part of the 
subject of word division, in their presentation of vocabulary and spelling. 
Table 21 illustrates the items mentioned by each of these three 
textbooks. 
Between syllables 
Hyphened words 
TABLE 21 
DIVISION OF WORDS 
Terms and Usage 
Proportion o£ word on £irst line 
Rules £or 
Single letter, at 
Syllable not containing a vowel 
Compound word . 
Double consonants 
One-syllable words 
Successive lines, at end o£ 
Su££ix, at 
Two-letter syllable at beginning and end o£ word 
X 
X 
X 
X 
;x: 
X 
X 
X 
X 
Four- or five-letter words x 
Names, paxts o£ x 
Page, £inal word on, not divided x 
X X 
X X 
X X 
X X 
X X 
X X 
X 
X X 
X X 
X 
X X 
X 
Prefix, at x 
Single consonant between two sounded vowels x 
Two consonants between two vowels i£ consonant 
pronounced separately x 
Two vowels, i£ pronounced separately x 
'l'wo consonants or two vowels pronounced as one sound x 
Syllabication, dictionary x 
Syllabication, illustrated* x 
Syllabication, printed material x 
Syllabication, typewritten material x 
Total 15 1 11 15 0 0 
*Hagar-Stewart-H~tohinson incl~de s,yllabieation as part o£ 
vocabulary and spelling. 
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Numbers. Table 22 compares offerings in the six books concerning 
the proper way to express numbers in writing. There is no single rule on 
which all these authorities agree, but five of them have something to say 
about the use of numbers at the beginning of a sentence, for writing 
dates, and the procedure when several numbers occur within a sentence; 
four authors offer some guidance on when to use figures and when to use 
words to express numbers, fractions, use of words for numbers that can be 
expressed as one or two words, money, percentages and proportions, and 
the proper way to write time, weights and measures. The business English 
authors refer to more situations than do the composition group, for the 
table shows the former all mention the follov~ items: use of numbers 
at the beginning of a sentence, expression of the word cents, writing 
dates, occasions when to use words and when to use figures, fractions, 
house numbers, legal documents, percentages and proportions, round 
numbers, several numbers within a sentence, time, two numbers used 
together, and weights and measures. 
85 . 
TABLE 22 
NUMBERS 
.p 
Ol ~ F-1 j Q) F-1 .~ Q) r--1 Terms and Usage Q) F-1 ,0 Ol ~ ~ ~ 1:'1 Ol ~ F-t Q) 0 Q) F-1 IJ:I P-1 0 IJ:I E-1 
Beginning of sentence X X X X X 
Dates X X X X X 
Several in a sentence X X X X X 
.A.po strophe, to indicate omission of numbers X X X X 
Expressed in figures X X X X 
Expressed in words X X X X 
Fractions X X X X 
House or street numbers X X X X 
One or two words X X X X 
Money, for X X X X 
Percentage and proportions X X X X 
Time X X X X 
Weights and measures X X X X 
Adjectives, as X X X 
Age, when expressed in figures X X X 
Cents X X X 
Decimals X X X 
Dimensions X X X 
Legal documents, in X X X 
Numbered street, words or figures X X X 
Page numbers, fi~es for X X X 
Round X X X 
Two used together X X X 
Addresses X X 
Arabic and Roman numerals X X 
Compound, hyphen with X X ... . -
Distance X X 
Military bodies X X 
Personal letters, in X X 
Political divisions X X 
Room nilmbers X X 
Symbols, with X X 
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TABLE 22 (Continued) 
.p 
~ F-1 11.1 ~ Q) F-1 .~ Q) r-1 Terms and Usage Q) ~ ..0 11.1 ~ ~ 1:'1 11.1 ~ F-1 Q) 0 Q) F-1 P:l 0 lJ:t E-1 
Balloting results :X: 
Centuries and decades, expressed in words :X: 
Dollar sign in a series :X: 
Enumerations run into the te:x:t, in :X: 
Financial quotations :X: 
Large :X: 
Library reference :X: 
Literary references :X: 
Mathematical e:x:pressions :X: 
Serial numbers :X: 
Telephone numbers, figures for :X: 
Temperature :X: 
Typing hints :X: 
-
Total 3~ 3Jl 20 14 i 13 
Punctuation. This ver,r important phase of mechanics is presented 
on Tables 23 through 34. Basically, the topic is analyzed in terms of 
the various marks and their usages; Table 35 shows certain situations 
which do not fit this frame of reference. The various marks appear on 
the tables in alphabetic order. 
Table 23 presents the first six marks--the ampersand, apostrophe, 
asterisk, brackets, caret, and the check mark--the apostrophe being the 
one most commonly used. Only two books, Aur.ner and Corbin-Perrin, give 
any consideration at all to the ampersand. All six, however, discuss 
the apostrophe, but as a group they acknowledge only its uses to form 
plurals of letters, figures, and signs, to show possess~on, and its 
.function aa a sin6le quotation mark. Four authors mention its use in 
oontra.otions, and four also its use in indioatine the omission o£ 
t'igures. The writers differ ride~ on other uses of this ma:rk o£ 
punctuation. 
Onl.7 Au.mer mentions the asterisk as a mechanical aid to 
emphuis. 
All six books intwduoe brackets as a mark of punctuation and 
agree on their use tor editorial comment withiJl quotations. The business 
writers individual~ suggest a few other situations in which bra.ckete mq 
be used. 
Two composition books mention the caret, but none of the business 
~lish books have tiJ¥!7 notation concerning this ma::K. 
Aur.ner, in his listing of mechanical aids for emphasis, has 
recognition of the oheok. mark. No other writer mentions it. 
The business lilnglish writers as a group present more si tuationa 
requiring the use or these six marks, a.l though one composition book, 
Corbin-Perrin, baa more adequate cove~"S than two ot the business 
~lish textbooks. 
• 
88 
TABLE 23 
.AMPERSAND, APOSTROPHE, ASTERISK, BRACKETS, CARET, CHECK MARK 
Terms and Usage 
Ampersand 
Business firm names, in 
Charts and tables, on 
Total 
Apostrophe 
Ampersand 
Apostrophe 
Plurals (abbreviations, letters, figures, words), 
formation of 
Possession 
Single quotation marks, as 
Contractions 
Omission of figures, indicating (see Table 22) 
Possession, omission of apostrophe with business 
titles, schools, geographical names 
Typing hints (spacing) 
Coined verbs, formation of 
Expressions pertaining to time, measure, or 
expressions suggesting personification 
Omission of letters representing sounds not 
pronounced in conversation 
Omission of preposition, indicating 
Placement of 
Total 
Asterisk 
Asterisk as mechanical aid to emphasis 
Total 
X 
X 
2 
X 
X 
X 
3 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X 
X X 
X 
X 
X 
X 
X 
X 
X 
9 7 6 6 4 5 
X 
1 
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TABLE 23 (Continued) 
-+=> ~ ~ Dl ~ QJ Terms and Usage ~ 1=1 QJ r-1 QJ ~ ~ •r-1 ,0 Dl j ~ N Dl ~ QJ 0 QJ ~ I:Q P-1 0 t:I:I E-l 
Brackets 
Brackets· X X X X X X 
Editorial comment within quotations X X X X X X 
Parenthetic material within material already in 
parentheses X :X: :X: 
Typing hints. :X: :X: 
Correction, enclosing X 
Matter having no connection with text :X: 
Total 5 4 3 3 2 2 
Caret 
Caret, use for insertions in manuscript X :X: 
Total 1 1 
Check mark 
Check mark as mechanical aid to emphasis :X: 
Total 1 
Grand Total 18 11 9 13 6 8 
• 
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The colon (Table 24) appears in all the books. Its use in the 
salutation o£ a business letter is the only common item, although £ive 
authors mention its use to introduce a list o£ appositives and-the 
second clause o£ a compo~d sentence when the second clause explains or 
ill~trates the £irst. Five also have a notation o£ its use in 
expressing time. 
TABLE 24 
COLON 
.p 
~ J.t Ul j G) Terms and Usage F-1 .~ G) .--! Q) ~ oft Ul ~ ~ Dl ! ~ J.t Q) 0 ~ F-1 P-t b &I 
Colon :X: :X: :X: :X: :X: :X: 
Salutation o£ a business letter :X: :X: :X: :X: :X: :X: 
Appositives, to introduce a list o£ :X: X X X X 
Compound sentence, when second clause explains 
or illustrates the £irst :X: :X: X :X: :X: 
Time X X X X X 
Long or £ormal quotation in £actual writing X X X :X: 
Position o£, with quotation marks X :X: X X 
Typing hints (spacing) :X: :X: 
Biblical chapter and verse, between X 
Forward-looking expressions, a£ter X 
Position o£, with parentheses X 
Predicate complements or objects, not used with X 
Proportions X 
Volume and page numbers in magazine re£erences X 
Total 9 9 5 8 4 7 
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Table 25 shows the comma and the situations governing its use. 
All authors mention its £unction in an address, £or clarity, a£ter·the 
complimentar.y close in a letter, in a compound sentence, with coordinate 
adjectives, in dates, in direct address, with nonessential modi£iers, 
in place o£ an omitted word, with quotation marks, in in£ormal letter 
salutations, and in a series. The business writers all have material 
on the use o£ the comma with coordinate conjunctions and with transitiona~ 
expressions. On the other hand, the composition books all stress the use 
o£ commas with appositives (nonrestrictive), contrasting elements, mild 
interjections, introductory adverb clauses and verbals, and with the 
words yes and !!£• 
T.A:BLE 25 
COMMA 
Terms and Usage 
Address, in 
Complimentary close, after 
Compound sentence 
Coordinate adjectives, with 
Dates, in 
Direct address, in 
Nonessential clause, with (nonrestrictive, 
parenthetic) 
Nonrestrictive modi£iers (clauses, participial 
and in£initive Phrases) 
Omission o£ a word required to £ill out a 
grammatical expression £or clarity, to show 
Quotations, with 
Salutation, after, in in£ormal letters or with 
£irst names 
Series, in 
Appositives 
Coordinate conjunctions, with 
Introductory participle, with 
Parenthetical expressions 
Restrictive appositives, not used with 
Transition expressions, with 
Compound sentence, omission o£ comma with short 
Contrasting elements, with 
Figures, in (numbers) 
Interjections, with mild 
Introductory adverb clauses, with 
Introductory clauses, with 
Introductory expressions ~' ~' B£1 etc. 
Titles, with 
Echo question (construction repeated to ask question) 
Emphasis (repeated expressions) 
Figures, separating 
Introductory prepositional phrases 
Placement o£, in relation to quotation marks 
Series, not used with conjunction joining members o£ 
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X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X 
X X X X X 
X X X :X: X 
X X X X :X: 
X X X X X 
X :X: X X X 
X 
.X 
X X :X: X 
X :X: X X 
X X .X X 
X X X :X: 
.X .X X X 
X X :X: 
.X X X X 
X X .X X 
.X X 
X X X 
X X 
X 
X 
X X 
X 
X 
X 
X X 
X 
TABLE 25 (Continued) 
Terms and Usage 
Absolute participial phrase, with 
Appositive adjectives coming after nouns, with 
Compound elements (not used with) 
Conjunctive adverbs, with (see transition) 
Coordinate clauses, with 
Coordinate phrases, with 
Degrees 
Dependent clauses, separating 
Etc., with 
Interrupting elements (see also parenthetic, 
nonessential) 
Introductory adverb clauses, omission o£ comma 
with short 
Introductory participle, omission o£ comma with 
Nonessential elements 
Parenthetical expressions, omission o£, with certain 
kinds o£ short elements 
Separation o£ clauses 
Series, omission o£, be£ore last member in a 
~' introducing a series 
Coordinate nouns, with 
Coordinate verbs, with 
Coordinate adverbs, with 
Dates, use with month and year 
Dependent participial phrases, 
Emphasis, with certain idioms, 
the g:reater 
Identical words, separating 
Inverted clauses, phrases 
only 
separating 
as the more 
---
• • • 
Inverted names in bibliographies and reference lists 
Name o£ state, with 
Pairs, in 
Parentheses, with 
Resolved, after 
Separate, to 
Such as, after 
Typilig hints 
Volume, chapter, and page references, with 
Word indicating o££icial position, with 
X 
X 
X 
X X 
X X 
X 
X X 
X X 
X X 
X X 
X X 
X X 
X 
X X 
X X 
X 
X 
X 
X 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
23 28 43 4o 28 41 
93 
In presenting the material on punctuation, four books feature 
common errors; two do not. Therefore, Table 26 shows, with two small 
exceptions, comma errors for only four books--two business English and 
two composition. Comma don'ts include the comma splice, use of the 
mark following a coordinate conjunction unless, of course, there is a 
parenthetic element, separation of subject and predicate, and the 
mention of those grammatical situations where the period or other 
terminal punctuation supersedes the comma. 
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e-
TABLE 26 
COMMA ERRORS MENTIONED 
Terms and Usage 
Comma splice (run-together sentence) 
Conjunctions, after (not used after unless followed 
by parenthetic element) 
Grammatical constructions in which no commas 
used with other terminal punctuation 
Separation of subject and predicate 
Paired words or phrases (no comma to separate words 
joined by a coordinate conjunction) 
Restrictive phrases and clauses (not used with) 
Separation of verb and complement (not used with) 
Essential, restrictive,' or identifying elements 
(not used with) 
Last noun in a series, after (not used) 
Quoted word or phrase (no comma used) 
Series (not used after or before) 
Series of two (not used with) 
Weight, capacity, measures (not used with) 
.Ampersand (not used with) 
Adjective and noun it modifies, between 
And in firm name, before 
~ introducing the last member of a series, before, 
if the last two units are to be treated as one 
Decimals (not used with) 
Indirect quotation or indirect question, before 
Title, before a, unless title used as nonrestrictive 
appositive 
Total 
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X X X X 
X X X X 
X X X X 
X X X X 
X X 
X X 
X X 
X X 
X X 
X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
1 12 10 12 1 11 
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The dash is the subject of Table 27. The authors agree on its use 
in one situation--to express a break in thought. All business writers 
mention effectiveness in advertising and for emphasis. The composition 
authors note its function in parenthetic expressions. 
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Several minor punctuation marks appear on Table 28--ditto marks, 
ellipsis, and the exclamation mark. Except for Corbin-Perrin, ditto 
marks are ignored by the writers. Neither Parkhurst nor Herzberg-Guild-
Hook-Stevens have anything on ellipsis. While ever.r book contains 
mention or illustration of the exclamation point, the situation mentioned 
by most of the writers (five out of six) is the placement of this 
punctuation signal with quotation marks. The individuality of the 
authors in the explanation of the use of the exclamation point is 
noticeable. Three use the term exclamatory sentence, three explain 
the function of expressing emotiont and two describe the mark as 
concerned with emphasis. 
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T.A:BLE 28 
DITTO MARKS, ELLIPSIS, .AND EXCL.AMATION MARK 
~ 
fll ~ k ~ CD Terms and Usage F-1 s:l CD r-1 Q) J: •.-i ,.0 !1l ~ ~ t;l !1l ~ F-1 ~ 0 ~ <:tl Pi 0 
Ditto Marks 
Ditto marks X 
Total 1 
Ellipsis 
Omission in a quotation, to show X X X X 
Indication of unfinished statement X X 
Substitution for etc. X 
Total 2 1 3 1 
Exclamation Mark 
Placement of, with quotation marks X :X: X X X 
Emotion, expressing X X X 
Exclamatory sentence X X X 
Emphasis X X 
Errors, excessive use of X X 
Interjections, with X X 
Imperative sentence X 
Irony, disbelief, sarcasm, surprise, use (in 
parentheses) to show X 
Newspaper headline X 
Single words or short phrases, use after to show 
emotion X 
Typing hint X 
'l'otal 3 7 3 2 4 3 
Grand Total 5 8 3 6 4 4 
..• 
.. ...... ,. 
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Another minor mark o£ punctuation, the hyphen, is analyzed on 
Table 29. One o£ the business English textbooks, Hagar-Stewart-
Hutchinson, gives very little help on this mark; the other £ive have 
material on its use in compound words, whether modi£iers or numbers, and 
with certain pre£ixes. Especially no.ticeable on this table is the 
di££erence in treatment suggested in the nonuse o£ the hyphen in 
£ractions £unctioning as nouns. On this Hagar-Stewart-Hutchinson are 
directly opposed to the practice suggested by £our other authors; 
Tressler-Ghrist make no mention o£ this particular situation. Four 
books (two in each category) give this mark o£ punctuation comprehensive 
coverage; two do not. 
TABlJE 29 
HYPHEN 
Terms and Usage 
Compound modifiers (adjectives, unit modifiers) 
Compound numbers 
Compound words 
Prefixes, with 
Fractions as modifiers, ·in 
Fractions (not used in when functioning as nouns) 
Word division 
Errors, adverb ending in 1r preceding an adjective 
or a participle (no hyphen used) 
Ambiguity, to avoid 
Prefix, used after, to avoid confusion with word 
of another meaning 
Retention of hyphen after first adjective when ·two 
compound adjectives with a common base modify the 
same noun 
Words, in telegrams 
Abbreviations, in 
Compound adjectives formed by joining a number to a 
word indicating a unit of measure 
Fractions as nouns, used in 
Prefixes to proper noun or adjective, in 
Prefix ending in vowel before root word with vowel 
Typing hints (spacing) 
Total 
X 
X 
X 
X 
X 
X 
x_ 
X 
X 
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X X X X 
X X X X 
X X X X 
X X X X 
X X X 
X X X 
X X X 
X X 
X 
X X 
X X 
X 
X X 
X 
X 
X 
X 
X 
11 3 11 1 8 5 
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Table 30 has the analysis for material presented on italics and 
parentheses. The business English writers consider italics in a very 
casual way, but the composition authors give this mark a more careful 
exposition. Aur.ner indirectly refers to italics in his explanation of 
the punctuation of ~' ~' and the in titles; Hagar-Stewart-Hutchinson 
have a paragraph note about italics in connection with their presenta-
tion of quotation marks; Parkhurst also mentions italics in the section 
devoted to the proper use of quotation marks but does not have a headed 
section for italics nor does he list this mark in the index. 
The three business English books as a group explain more 
instances requiring the use of parentheses than do the composition 
textbooks, and the former all cite the use of the mark around confirma-
tory figures, a situation which is entirely ignored by the composition 
authors. Two of the composition books, but only one business English 
textbook (Parkhurst), explain punctuation within parentheses. 
Boston University 
School of Education 
Library 
TABLE 30 
ITALICS* AND PARENTHESES 
.p 
Ol ~ ~ B Terms and Usage ~ .~ 
Q.l 
Q.l 
.g ] ~ ~ ~ 0 Q.l IJ:I ll-t 0 IJ:I 
Italics 
Titles, in (see Table 35 fo~ specific situations) M M M X X 
Underlining, use of in longhand and typing to show 
italics M X M X X 
Total 2 2 2 2 2 
Parentheses 
Explanatory matter, with X X X X M 
Numbers of letters in enumerations, to enclose X X X X 
Placement with other marks of punctuation X X X X 
Confirmatory figures, around X X X 
Punctuation of matter within a paragraph X X 
Punctuation of matter \v.ithin a sentence X X 
Citations of authority, with X X 
Directions, for X X 
Nonessential material, to enclose X X 
Subordination of explanatory matter ... X 
Typing hints X X 
Total 6 7 8 6 2 
Grand Total 8 9 10 8 5 I 
*Situations that require underlining· are listed on Table 35· 
They also apply to italics. 
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~ Q.l 
r-1 
Ol 
Ol 
Q.l 
~ 
8 
X 
X 
2 
X 
X 
X 
X 
X 
5 
7 
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Situations requiring the use of the period as a mark of punctuation 
are listed on Table 31. Again, the business English books as a group have 
more material than do the composition textbooks. All writers explain the 
use of the period after abbreviations and placement with quotation marks. 
The primary use of the period, to indicate the end of a sentence, is 
taught by all, but their terminology differs. The most frequently 
occurring error appears to be the use of two periods after abbreviations 
coming at the end of a sentence. All three business English, but only 
one composition book, emphasize this particular trouble spot. 
TABLE 31 
PERIOD 
Te:rms and Usage 
Abbreviations, after 
Placement of, with quotation marks 
Declarative sentence 
Errors, double periods after abbreviations 
.Initials 
Decimals 
Dollars and cents, with 
Ellipsis, use of three periods, to show 
End of sentence (statements and commands) 
Errors, main and subordinate clauses, between 
Imperative sentence not expressing strong feeling 
Numbers or letters which indicate divisions of an 
outline, after 
Errors, headings (not used after) 
:l?eriod defined 
T.yping hints (spacing with) 
Condensed or elliptical expressions, with 
Emphasis, :for 
Errors, items in tabulated lists (not used) 
Errors, ~' after 
Errors, signatures, after 
Errors, titles, after 
Total 
*Illustrated but not explained 
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X X X :X: :X: :X: 
X X X X :X: X 
X X X X 
X X X X 
:X: X X X 
:X: X :X: 
:X: X X 
X X X 
X X X 
X X X 
X X X 
X M* X 
X X 
X X 
X X 
X 
X 
X 
X 
X 
X 
9 15 15 9 5 6 
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The uses of the question mark, shown in Table 32, on which all 
authors agree prove to be two, with a direct question and the placement 
of this mark with quotation marks. The business English writers explain 
and illustrate the use of the question mark in a series of questions, 
and they also bring out the fact that the period, not the question mark, 
is used for polite requests. 
TABLE 32 
QUESTION MARK 
Terms and Usage 
Direct question, with 
Placement of, with quotation marks 
Errors, polite requests (not used with) 
Errors, indirect question (not used with) 
Series of questions, in 
Errors, humor, irony or sarcasm (over use of, 
to be avoided) 
Dash, with 
Placement of, wit~ parentheses 
Statement of a questionable fact or an approximate 
date, to indicate 
Abbreviation at end of interrogative sentence, use 
after 
Doubt, expressing 
Echo question 
Parentheses, within (to express doubt or irony) 
Placement of, when quotation within sentence and 
sentence are both questions 
Transcribing and typing hints 
Total 
106 
X X X X X X 
X X X X X X 
X X X X 
X 
X 
X X 
X X X 
X X X 
X X 
X X 
X 
X 
X 
X 
X X 
X 
X 
X 
X 
5 ... 2 7 10 2 4 
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Table 33 lists some 58 different situations involving the use or 
nonuse of quotation marks, single and ciouble. Hagar-Stewart-Rutchinse:n. 
obviously feature quotation marks in their publication, for no ether 
textbook approaches it in the number of situations mentioned. This 
book differentiates between the use of quotation marks and italics in 
business letters and in manuscript typing. The composition group all 
give instructions for the use of quotation marks in these situations~ 
the quoted material consists of more than one paragraph; title is that 
of a poem or of a short story; the quotation is an indirect one, 
therefore requiring no quotation marks. 
Some 32 situations mentioned by only one author appear on this 
table. Of these single items refinements in the explanation o£ the 
use o£ quotation marks in connection with titles account for 13. The 
illustrations for such tenns as 11closely related appositives, 11 uborrowed 
language, u "unusual or peculiar terms used in some special sense, 11 
"defined expressions, .. and uinverted definitionsu have a resemblance, 
but they are listed separately because the variation in terminology does 
reflect slightly different ideas about these situations. 
Hagar-Stewart-Hutchinson recommend quotation marks for the names 
of ships, and they alone explain that certain parts of a book are not 
included in the general assumption that subdivisions of a published 
work are put within quotation marks. Corbin-Perrin are the <Dnly ones 
who offer any explanation for the absence o£ quotation marks in titles 
found in newspapers and magazines. 
Table 33 shows quite emphatically the disagreement among the 
authors in their presentation of quotation marks. 
'~ .... TABLE 33 
QUOTATION .MARKS 
Terms and Usage 
Exact words of speaker, to enclose 
Interrupted quotations 
Placement of, with other marks of punctuation 
Quotation within a quotation, use of single marks 
Single quotation marks 
Titles, with 
Titles, chapters of books 
Titles, magazine articles 
Titles, musical compositions (songs) 
Indirect quotations (not used with) 
Paragraphs, more than one, with 
Titles, lectures 
Titles, poems 
Titles, subdivisions of published works 
Sentence, more than one, with 
Slang, with 
Terms, unusual or peculiar, used in some special 
sense, for clarity 
Titles, essays 
Titles, short stories 
Direct quotations from another writer 
Emphatic terms, around 
Expressions defined, with 
Inverted definition 
Portions of quotations 
Titles, pictures 
Typing hints 
Appositives, with closely related 
Borrowed language, to show 
Court testimony or plays, wi tp. name of speaker, 
(not used with) 
*Illustrated but not explained 
108 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X X 
X X X X X M 
X X X X X 
X 
X 
X X 
X 
X X 
X X X 
X X X 
X X 
X X X 
X X 
X X X 
X X X 
X X X 
X X X 
X X X 
X X 
X X 
X X 
M* X 
X X 
X X 
X X 
X 
X 
X 
TABLE 33 (Continued) 
Terms and Usage 
Etc. following a quotation, not inside quotation marks 
Informal or slangy expressions (not used with) · 
Long printed or typed passage (not used in) 
Mottoes, with 
Placement of, with articles ~~ ~~ the, in a title 
Quotations within single quoted matter 
Sarcasm or irony, to show (to be avoided) 
Ships, names of 
Slang expression within a quotation, single quotation 
mark 
Terms, humorous or ironical 
Titles, annuals, in letters (not used with) 
Titles, books, in letters (not used with) 
Titles, informal usage in newspapers and maga~ines 
(no quotation marks used) 
Titles, maga~ines, in letters (not used with) 
Titles, newspapers, in letters (not used with) 
Titles, paintings 
Titles, plays 
Titles, reports 
Titles, sculptures 
Titles, sermons 
Titles, subdivisions of published works, Preface, 
Contents, Index, Appendix (not used with) 
Titles, tables 
Toasts 
Translations of foreign words 
Typing hints, paragraph dialogue 
Typing hints, placement of quotation marks in poetr.r 
Typing hints, quoted material four or more lines 
Unspoken thoughts (not used with) 
Well-known proverbs or familiar quotations (not 
used with) 
Total 
Fi 
Q) 
J 
X 
15 
109 
...., 
~ Ill Fi j Q) .~ Q) .-{ ~ .a Ill ~ N Ill l M Fi Q) 0 ~ Fi t.) 8 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
43 14 24 16 ~2 
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On Table 34 the semicolon and the space as a mark o£ punctuation 
are considered. For the semicolon the authors present some uni£ormity 
in that all agree on three usages and five concur on two £urther situa-
tions requiring the semicolon. The other dif£erences are few and are 
con£ined to two business English textbooks. This is the mark £or which 
the National Council of Teachers of English has recommended less stress. 23 
Parkhurst is the only one who considers the space a mark of. 
punctuation in its use in place of commas on policy numbers. 
23National Council of Teachers of English, The English Language 
Arts~ :in ~ Secondary School, p. 340. 
111 
TABLE 34 
SEMICOLON AND SPACE 
..p 
~ f.! til ~ Q) f.! ~ Q) r-1 Terms and Usage Q) i ~ til ~ I'll ~ f.! f.! Q) 8 Q) f.! IJ:I ll-t IJ:I E-1 
Semicolon 
Compound sentences with no coordinating 
conjunction, in X X X X X X 
Conjunctive adverbs, preceding X X X X X X 
Placement of, with quotation marks X X X X X X 
Compound sentences containing commas in main 
clauses, in :X: X X X :X: 
Words of introduction, explanation, enumeration, 
before X :X: X X X 
Series, in X X X 
Long clauses, with X 
Placement of, with parentheses X 
Serial phrases and clauses having a common 
dependence, between X 
Typing hint X 
Total 7 9 5 6 3 5 
Space 
Policy numbers, in, use of in place of commas X 
Total 1 
Grand Total 7 9 6 6 3 5 
Closely related to italics (analyzed on Table 30) and some 
quotation situations (Table 33) is the topic of underlining, which is 
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set forth on Table 35· The regular composition books as a group and 
individually offer more guidance on underlining than do the business 
English writers. All six authors, however, recognize the practice of 
underlining titles of books and magazines. Also, the regular composition 
books each give specific examples for underlining titles of plays, 
motion pictures, and operas. On the subject of titles, Corbin-Perrin 
have the most thorough explanation. If one refers to Table 33 
(quotation marks), one is impressed by the difference of opinion among 
the writers on acceptable practices for quotation marks and underlining 
where titles are concerned. Hagar-Stewart-Hutchinson recommend the use 
of quotation marks in many instances; Corbin-Perrin recommend under-
lining in the same situations. 
Underlining, then, is a mark of punctuation given greater 
emphasis by the composition group than by the business English men. 
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TABLE 35 
UNDERLINING 
+" 
1:11 ~ ~ j <0 ~ s:::l <0 .-1 Terms and Usage <0 ~ •r-1 ~ Cll ~ ~ Cll ~ ~ <0 0 <0 ~ ll:l P; 0 l:t1 E-l 
Titles, books X: X X X X X 
Titles, magazines X: X M X X X 
Titles, newspapers lx: X M X X 
Emphasis, mechanical aid to lx: X X X 
Titles, plays pc X X X 
Titles, motion pictures X X X 
Titles, operas X X X 
Expressions defined (in manuscript) X M 
Foreign words X X 
Letters, figures, and words used as words X X 
Ships, names of X X 
Titles, ~' an, the, in (books, newspapers, magazines) X X 
Titles, pamphlets X X 
Titles, symphonies X X 
Titles, whole publications ix: X 
Aircraft, names of X 
Bible (not italicized) X 
Slang expressions X 
Titles, artistic works X 
Titles, ballets X 
Titles, concertos X 
Titles, essays tx: 
Titles, musical comedies X 
Titles, paintings X 
Titles, poems published as separate volumes X 
Titles, radio and television programs X 
Titles, statues X 
Total 7 4 8 17 9 14 
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Table 36 has a listing of usages mentioned by the authors within 
the topics of bibliographical entries, footnotes, and indention. The 
first two, bibliographies and footnotes, are situations one would expect 
the composition books to include, especially in this era when the 
research paper is a feature in college preparatory English classes. 
Aurner, in the reference section of his book, does have instructions 
for the proper use of footnotes; Parkhurst, in his section on the prepara-
tion of business reports, gives a few guides for the preparation of a 
simple bibliography. 
The o"ther topic, indention, is mentioned by all authors, 
particularly in connection with the indented style of letters. Two of 
the composition textbooks give specific directions for its use in 
outlining. 
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TABLE 36 
OTHER PUNCTUATION SITUATIONS 
.f.> 
Ul ~ ~ ~ (]) ~ .~ (]) r-1 (]) ~ ~ ,0 Ol Terms and Usage ~ -e 1:'1 Ol ~ (]) 0 (]) ~ 1:1:1 Il-l 0 1:1:1 E-1 
Bibliographical Entries 
Alphabetic arrangement of X X X X 
Magazine article (author given) X X X M* 
Book (one author) X X 
Book (more than one author) X X 
Magazine article (no author given) X M 
Pamphlet (author given) X M 
Reasons for X X 
Abbreviations, used in X 
Book (compiled by an editor) X 
Book (no author or title more significant than author) X 
Chapter from a book X 
Encyclopedia article ~author given) X 
Encyclopedia article no author given) X 
Pamphlet (no author given) X 
Periodicals X 
Total 6 10 5 5 
Footnotes 
Book reference X X X X 
Magazine article (author given) X X X X 
Newspaper article X X X X 
Reasons for use X X X X 
.Amplification of text, for X X X 
Ibid. X X X 
Numbering of X X X 
Subsequent references X X X 
Encyclopedia (author not given) X X 
Magazine article (author not given) X X 
Placement of pc X 
Typing hints lx X 
*Illustrated but not explained 
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TABLE 36 (Continued) 
.p 
Ill ~ ~ j Q) Terms and Usage ~ .~ Q) ,.... Q) ! ..a Ill ] ~ t'l Ill fd ~ Q) 0 ~ ~ P-t 0 Ei 
-
Abbreviations used in X 
Book (editor given) X 
Encyclopedia article (author given) X 
Indentation :for :X: 
QE_. cit. X 
Pamphlet X 
Periodicals X 
Theses, in X 
Two or more references by same author X 
Total 11 15 12 7 
Indention 
Letter writing, in X M M X X M* 
Hanging X :X: 
Outline, in X X 
Emphasis, mechanical aid to X 
Longhand, in X 
T.ypewritten copy, in X 
Total 3 1 1 5 2 1 
Grand Total 14 1 7 ~0 ~9 ~3 
.. 
*Illustrated but not explained 
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Spelling. This final subdivision.o£ mechanics is presented on 
Table 37• The arrangement of the items and the tabulation of them show 
a more thorough. coverage of the topic on the part of the general 
composition books. However, the totals are somewhat distorted by the 
listing of the various rules. One sees immediately that four of the six 
present spelling rules. The two books that do not are business English 
textbooks, and consequently this situation makes the business English 
group appear to have less coverage on the topic. 
The first item on the table is "lists.tt Behind this term lies 
much that the table does not reveal. For instance, while every single 
book is credited with having lists of spelling words, there is remarkable 
variation in the length, type, and purposes of the lists. Aur.ner, as the 
tally shows, does not present much material on spelling. He has a one-
page list of words, the primary object of which is proper pronunciation, 
and spelling is included as a secondary stu~ objective. 
Hagar-Stewart-Hutchinson include spelling as part of dictionary 
stu~ and in their presentation of vocabulary words. They have two 
lessons devoted to 11Look-and-Learn Words.u Therefore, although the tally 
does not make this particular book look as though spelling is dealt with 
thoroughly, nevertheless the topic does have coverage. It is true that 
their particular presentation relies heavily on the lists. 
Parkhurst features the 450 words commonly misspelled, which 
appear on a list. In the chapter 11The Importance of Word Stu~, 11 he 
uses four pages to explain spelling rules and to give lists of 
illustrations pertaining to the rules. Of the three business English 
writers, Parkhurst has the distinction of including both lists and 
rules for spelling. 
Corbin-Perrin, in their Index, have a two-page list of words 
frequently misspelled in high-school papers as well as a clear 
exposition of spelling rules. 
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Herzberg-Guild-Hook-Stevens put more emphasis on rules than on 
lists, but they do have two short lists of about forty-five words, and 
they do have brief lists to illustrate the rules. 
Tressler-Ghrist feature word lists in their spelling presentation, 
although they do not slight rules. They include such list titles as 
"Ten Hardest Words," "Twenty Hardest \vords, 11 "Hard Spots, 11 and 
"Words Frequently Used in Business Letters, 11 to mention a few. 
The true evaluation of the spelling offerings in these six 
textbooks lies in the extensiveness of the lists. Four of the books. 
present rules; three of these happen to be composition textbooks. 
Because Aurner really does not teach spelling directly, the business 
Englis~ group as a whole appear to have less material on spelling 
than do the composition men. This generalization does not, however, 
apply to Parkhurst. 
TABLE 37 
SPELLING 
Terms and Usage 
Lists 
Plurals, formation of 
Possessives, formation of 
Pronunciation, as a spelling aid 
Rules, final z 
Compounds 
Homonyms (see also Usage) 
Rules, systematic presentation of 
Rules, doubling final consonant 
Rules, final consonant not doubled 
Rules, final silent e 
Rules, ie or ei 
Suffixes 
Dictionary 
Prefixes 
Rules, -able, -~after~' ~ 
Rules, -ceed, -cede, -sede 
Proofreading, as a spelling aid 
Rules, .£ and ~ before suffixes 
Solid compounds 
Mhemonic aids 
Rules, -able, -ible 
Single .Q. 
Syllabication, as a spelling aid 
Total 
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X X X X X X 
X X X X X X 
X X X X X 
M X X X X 
X X X X X 
X M X X 
M X X X 
X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X X X X 
X 
X X 
X 
X 
X X 
X 
X 
X X 
X X 
X M 
X X 
X 
X 
X 
X 
5 8 7 6 19 16 
CHAPTER V 
STIMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
This stu~ attempted to show what differences there were, if 
a:rry, in the presentation of certain phases of English in three business 
English books and three regular composition books. The stu~ was 
delimited to grammar and usage, and the topic of mechanics, including 
abbreviations, capitalization, numbers, punctuation, and spelling. 
The core of the stu~ lies in the analytical tables deyeloped 
to compare item-by-item coverage of each topic. Even the compilation 
of these tables brought problems and limitations. Perhaps the biggest 
challenge was the adequate naming of parallel ideas, for the language 
and manner of presentation differed widely from book to book. The 
development of these tables in themselves has a tendency to put a 
premium on the number of different facts presented, but as any classroom 
teacher knows, this is only one consideration in the selection of a 
textbook. The limited scope of this thesis does not permit adequate 
treatment to drill material nor to the manner of presentation. What 
facts and how many facts does each textbook present on the topics under 
consideration? This question encompasses the scope of the thesis. 
Not only does the selection of a textbook involve the number of 
different ideas, but there is also the problem of applicability of 
material included. The level of class achievement, the economic aad 
sociological makeup of the community, and the job opportunities are 
only a few factors that influence the teacher's choice of material. 
• 
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A further limitation on the objectivity of the analysis exists 
because two of the books are parts of a series (Herzberg-Guild-Hook-
Stevens and Tressler-Ghrist). Some facts which do not appear in these 
particular publications have been presented in the books designed for 
use at earlier levels. 
The most serious limitation has been the number of books analyzed, 
especially obvious in the attempt to show real differences between the 
business English books as contrasted with the composition books. Three 
aut~ors did not show enough consistent differences to draw many 
conclusions for clear-cut dissimilarities in the presentation of the 
topics considered. 
Summary of the Findings 
The paragraphs that follow summarize the findings of this stu~ 
within the organization of the topics examined. These findings are 
based on the assumption that if all three members of one category 
included a certain item, but only one or none of the other group 
mentioned it, the item has been considered as a differentiating feature 
of the first group. The situations listed below have been selected 
subject to this limitation. 
A Compar1'son of the obJ'ectives of the various 1. Objectives. 
textbooks reveals few really salient differences. Each of the six is 
working toward effective expression. When the areas of language are 
considered, each business English author aims to present the subject of 
letter writing in an adequate fashion • All three business English books· 
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include grammar and punctuation in their statement of objectives. 
2. Grammar--Sentence structure. 
A. The three regular composition textbooks all present 
material on these items, but only one or none of the business English 
1 
books include these particular terms and usages: 
elliptical sentences 
run-together sentences 
normal sentence order 
inverted sentence order 
compound predicate 
complete subject 
complete predicate 
simple subject 
restrictive or essential appositive 
subject of infinitive 
adverbial noun or objective . 
indirect object 
predicate objective or objective complement 
clauses functioning as adjectives, adverbs, and as 
nouns within sentences 
infinitive phrases 
nonessential or nonrestrictive phrases 
difference between prepositions and subordinating 
conjunctions 
pronoun reference error situations 
reflexive pronouns 
tense shift errors with verbs 
tenses of participles 
agreement of subject with predicate regardless of 
number of predicate complement 
conjugation of verbs 
verbal noun as an appositive 
verbal noun as a predicate complement 
formation of future tense with present tense and 
an adverb 
1 t d · the order of their appearance on the The items are lis e ~n 
consecutively numbered tables. 
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B. Conversely, the business English books, but not all 
the composition books, have material on these items: 
compound adjectives 
collective nouns as antecedents for pronouns 
failure to recognize antecedent as reason for 
pronoun error 
agreement of verbs after words like half, all, one 
third, some any more, etc. 
split infinitive 
infinitive used as object of verb 
infinitive used as subject of sentence 
interrogative sentences with the future tense 
(shall and will) 
use of indicative mood to express a fact or ask a 
question 
verbal noun as subject of a sentence 
formation of tenses with the emphatic forms do, did 
formation of the progressive present and past tenses 
3· Grammar--Inflectional forms and other grammatical terms and 
situations. 
A. As revealed by Tables 15 and 16, the composition group 
as a whole, but only one or none of the business English writers, treat 
these items: 
use of pronouns to indicate gender 
plurals of nouns (including detailed rules according 
to the last letter of the word) 
plurals of possessives 
possessive case for singular nouns not ending in ~ 
formation of possessive case for ~ 
parallel construction 
expletives 
B. The business English textbooks, but only one or none of 
the regular composition books, have material on the following: 
use of less, least in the comparison of adverbs 
use of ~' est in the comparison of adverbs 
use of ~' most in the comparison of adverbs 
use of the nominative case for the complement of the 
infinitive to be when the infinitive has no subject 
of its own 
._.":· 
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4. Usage. Two composition books recognize the differences which 
exist in the levels of language. However, within this topic the business 
English authors present more items. They give especial care to the 
irregular verbs in English, have agreement on some sixteen commonly 
misused words, and include a list of expressions considered undesirable 
in present-day correspondence. There are only six items for which the 
regular composition books have material, but their counterparts do nott 
construction after become; idiom different from; incorrect use of 
ill !f; u.sage on rise, raise; this, that; who, whose, and~· 
these: 
5. Mechanics--Abbreviations. The composition writers stress 
indications of time with figures abbreviated 
list of acceptable abbreviations 
Esq., Jr., Sr. 
The business English authors, but not all the composition writers, 
emphasize 
certain geographical names not abbreviated 
typing hints 
6. Mechanics--Capitalization. As a group the regular composition 
books present capitalization of the following: 
of 
holidays 
nouns showing family relationships 
lines of poetry 
The business English writers are all agreed on the capitalization 
commercial products or trade names 
exceptions for proper nouns and adjectives 
7. Mechanics--Division of words. This topic was included by 
only two business English and one composition book. 
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8. Mechanics--Numbers. There is no single item that the regular 
composition writers offer which is not presented by the business EngliSh 
authors. However, the business English group have these items, which are 
not treated by all the composition books; 
numbers expressed in figures 
numbers expressed in words 
numbers expressed in fractions 
percentage and proportions 
time 
weights and measures 
cents 
numbers in legal documents 
round numbers 
two numbers used together 
9. Mechanics--Punctuation. 
A. The regular composition books all offer guidance in the 
following situations, which are explained by one or none of the business 
English books: 
use of comma with contrasting elements 
use of comma with mild interjections 
use of comma with introductory adverb clauses 
use of comma with introductory expressions like~ 
!!Q., well 
misuse of comma for a run-together sentence 
dash to set off parenthetic expressions 
nonuse of quotation marks with indirect expressions 
use of quotation marks with quotations of more than 
one paragraph in length 
use of quotation marks in titles.of poems 
use of quotation marks in titles of short stories 
use of underlining to show titles of plays 
use of underlining to show titles of motion pictures 
use of underlining to show titles of operas 
alphabetic arrangement of bibliographical entries 
footnotes 
B. The business English books are distinctive in their 
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material on the following punctuation situations, which, however, the 
regular composition books do not all include~ 
contractions 
use of dash for emphasis 
use of dash in advertising 
use of parentheses around confirmatory figures 
use of period at the end of a declarative sentence 
use of question mark in a series of questions 
within a sentence 
10. Spelling. The composition books put more emphasis on 
spelling rules than do the business English textbooks. 
11. General. The individual books vary more among themselves in 
the items presented than do the business English books compared with 
the composition textbooks. 
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Recommendations 
The following recommendations are made based on the analysis and 
interpretation of the findings of this study: 
1. The writers of English textbooks need to recognize the work 
of the structural linguists, especially Roberts, Fries, and Whitehall. 
The implications of such a point of view are less emphasis on learning 
so much grammar terminology and a different approach to sentence structure 
and style. 
2. The writers .of business English textbooks need further research 
to crystallize the most acceptable practices in punctuation. Specific 
marks that need review and clarification are the semicolon, quotation 
marks, and the use of underlining to show italics. 
3. The business English authors need to recognize the existence 
of many levels of language usage in American life and to define the 
levels that are acceptable in written business communications. 
4. All textbook writers need the services of further research 
to indicate the relative importance of the many situations which must 
be taught, especially in mechanics. The tables show many items published 
in one textbook but not mentioned in any of the others. The user of any 
English composition book needs to know the frequency of occurrence of 
such items before spending teaching time on them. 
5· All textbook writers need to recognize that at high school 
level some pupils require reminders of even the most elementary language 
conventions. The authors need to provide for these elementary learnings 
in a section of their book where these items will not detract from the 
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grade-level material being presented. A reference section, inadequate or 
missing in some o£ the textbooks, should be considered a necessar,r 
adjunct to any English composition textbook. 
1· Teachers who wish to use general composition textbooks in 
classes £or business education students must obtain supplementary 
material £rom other sources for punctuation, word division, and numbers. 
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